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Evelyn Looks for a Job 


By Mary GaAcsrairH 


New 


VELYN MARTIN sat up straight and 
listened with particular interest to her 
teacher. Miss Minchin was speaking 

on the all-important business of getting a job. 
She began by giving a demonstration of the 
way for a prospective employee to in- 
terview a prospective employer (in which she 
took both parts, to the audience's delight ) and 
sustaining the 


right 


ended by suggesting ways of 
good impression thus created 
various problems in office etiquette for them, 
she dismissed them, having imbued all her 
students with the feeling that they 


tential executives 


Having solved 


were po- 


A Chance Offers 


little less like a potential 
executive two later when she sat in 
the outer office of G. Bryan and Company. 
Dressed in what she fondly imagined was an 
” hoping she looked at least 


Evelyn felt a 
weeks 


“ideal office-dress, 
eighteen, and holding in a not too steady hand 
the little blue slip from the employment agen 
cy, she waited nervously to see Mr. Kinney, 
the personnel director. There were two other 
girls waiting on the bench with her and she 
wondered if they, too, were after the cov- 
eted job Finally the telephone on the re 
ception clerk’s desk rang and the girl, after 
answering it in an inaudible murmur, said, 
“Miss Martin, will you please come with me 
now.” 

Evelyn got up and hoped she looked com 
posed. Stiffly, in what she believed was a 
dignified walk, she stalked down the corridor 


York, N. Y. 


after the clerk, and was ushered into a small 


room with a desk Vhe 
to it and motioned for Evelyn to sit. Evelyn 


girl drew a chair up 


sat 


The First Hazard 


“When you have filled out this form,” said 
take it Mr. Kinney’s 
rridor ahead of you.” 
vaguely, to suggest, 
Evelyn supposed, just where Mr. Kinney lay 
Smiling perfunctorily the girl left 


the girl, “please into 
It is down the c 


hand 


othce 


She waved her 


in wait 


Evelyn, dismayed, stared at the three-page 
paper in front of her Miss Minchin had 
forgotten to touch on the subject of office 
forms 

There was nothing else on the desk but a 


blotter, a pen, a pencil, and a pot of ink 


Picking up the pen, Evelyn thought to her 
self, “I must do this quickly and neatly.’ 
There was an ominous silence all around 
She had expected the confusion of clacking 
typewriters, and this silence was disconcerting 


was 


Mr. Kinney 


employee to ap 


Somewhere in this silence 


waiting tor the prospective 


pear 

“It is nothing more nor less than an in 
telligence test,” thought Evelyn bravely. She 
read the first line—“Name”—that was easy, 
and so was the next—“Date of birth.” Eve 


lyn wrote rapidly, filling in “Home address,’ 

and so on. In the 
“Father's birth 
horrible 


“Living with parents?” 
middle 
place,” 


blot, 


opposite 
blot It was a 


“Mother's 


of the page, 
she made a 
maiden 


almost bscuring 
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name” appearing above it. Evelyn reached 
wildly for the blotter, but the damage was 
done. Here was a problem. Was it better 
to ask the reception clerk for another form 
her first impulse—and be put down as “waste- 
ful” or write on the other side of the blot 
and be cataloged as “untidy.” She decided 
on “untidy,” and, with what little self-con- 
fidence she had completely shattered, continued 
to fill in the remaining blank lines. Better 
feelings returned, though, as she righteously 
wrote a truthful “No” after the question “Do 
you smoke?” That ought to atone for the 
blot. 

Things went along smoothly until she came 
to the part about recent diseases or 
sicknesses.”” Purposely forgetting about that 
bad cold last winter which had kept her home 
from the Senior Prom, she wrote a shaky 
“None.” 

As she added the day’s date she realized she 
was finished. Glancing over the paper she 
had a sinking feeling—some of the writing 
was almost illegible. Correcting the spelling 
(in the section asking about 
felt was 


of “mathematics” 
the subjects studied in school) 
as much as she could do. 
Armed, then, with her paper, she started 
in search of Mr. Kinney. A _ boy passing 
helped her when, with a knowing grin, he 
nodded in the direction of Mr. Kinney’s office. 


she 


The Terrifying Moment Arrives 
She knocked on the door, was rewarded 
with a “Come in,” and entered. There, in 
his glory, sat Mr. Kinney. He was young 
Evelyn suddenly remem- 
bered her shiny nose and wondered if her 
hair was all right. Why hadn’t Miss Min- 
chin warned them that all employers weren't 
fatherly-looking men with gray hair? Sit- 
ting down opposite him she falteringly an- 
swered his brisk questions. Gone was all her 
poise, her classroom assurance. 

“May I see your application blank?” he 
asked. 

As he took it, Evelyn was moved to pro- 
“T am sorry about the ink blot. I was 


and got xl-looking. 


test, 
nervous.” 

Mr. Kinney merely raised his eyebrows. 
With a cruel slowness he thoughtfully perused 
the pitiful paper. In his clean, firm fingers 
it suddenly seemed very; very messy. At last 
he laid it down on his desk. Taking a pen 
he crossed out a line on the bottom. 

“The date,” he said in a mildly reproving 
tone, as he made the necessary correction, “is 
the thirteenth, not the twelfth.” 

Evelyn's face burned. Then with a for- 
giving smile (was it really forgiving?) he 
told her about the work in the company, about 
the number of offices throughout the states, 
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how every one started in a lowly clerical or 
stenographic capacity but had the opportunity 
for advancement, until, Evelyn gathered, you 
could become a Mr. Kinney. 


The Fatal Answer 


He seemed so kindly, so completely con- 
versational, that finally, when he turned his 
eyes full upon Evelyn and asked in that in 
terested way, “And what is your personal am 
bition—what have you always wanted to be?” 
Evelyn forgot all caution, and answered in 
beautiful simplicity—‘“I always wanted to be 
a movie-star.” 

The wrong answer rang out with an hon- 
esty that shocked them both. Blot, wrong 
date—this was the climax! Mr. Kinney 
looked at her coldly, said “Really?” and then 
terminated the interview with a “We will 
call you if we need you.” Even the un 
initiated could feel its finality. 

“Thank you,” said Evelyn, and faded out 
of the room. 

“Why couldn't I,” she thought, “have said 
a private secretary or a woman executive?” 
Nevertheless, she hopefully trudged back to 
the employment agency for another slip 


oO? 


Largest G.S.T. A. Contest 


ULLY one hundred students more than 
last year participated in the Annual Short- 
hand Contest of the New York City Gregg 
Shorthand Teachers’ Association held on Sat- 
urday, May 20. The public speaking facilities 
which had been installed by the students of the 
Haaren High School, under the supervision 
of Mr. Saft, instructor, were taxed to the 
limit. If there had been one more student 
competing, seating facilities would have been 
more than a problem. But all went along 
with clock-like precision. 
While the individual results are still being 
calculated, the schools winning the trophies, 
to be held for one year, are as follows: 


New Yorx Crry Pusiic Hicw ScHoots 


120 words 
Haaren High 
School 


100 words 
James Monroe 
High School 


80 words 
Haaren High 
School 
SupureaAn Hicu ScHoors 


Commerce High High School 
Yonkers Englewood, N. J. 


No entries 


Private SCHOOLS AND COLLEGES 


Pace Institute Pace Institute Hunter College 


PAROCHIAL SCHOOLS 


Immaculate Con- 
ception School, 
New York City 


Immaculate Con- St. Peter’s 
ception School, School, New- 
New York City ark, N. J. 
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The Road to Success 
By Dorotny Dix 
[These real messages from big business men, as reported by one of the 
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oOo 
The Play’s the Thing! 


HAT announcement of a prize play 
contest in our October number, as we 
reported last month, stirred the imagi- 


nation of a much larger number than we had 
anticipated, and it has kept the judges busy 
since the contest closed going over the manu- 
scripts to determine the three best plays. 

It was interesting to note the ingenuity dis- 
played in trying to work into the fabric of the 
plays all the qualities and attitudes Mrs. Ray- 
mond mentioned in her article. One of the 
amusing instances was the conception of the 
word “Tattycorum.” At least one of the judges 
was somewhat in doubt about that allusion— 
Dickens’ popularity seems to have given way 
to more modern authors! 

One difficulty most of the writers encoun- 
tered was avoiding long speeches—and many 
of them simply didn’t. The thing most notice- 
able was an apparent inability to bring the play 
to a close with a stirring dramatic climax. 
After all, it is rather difficult to be patient 
with a boss in one of his irascible moments, or 
to grow emotional writing a collection letter. 

After very careful consideration four plays 
were adjudged winners—two tying for third 
place: First Prise, “Personality Plus,” by Miss 
Winifred Reynolds, Washington High School, 
Sioux Falls, South Dakota; Second Prize, 
“The Paying Mistake,” by Miss Lizette Hele- 


kal, Cordova High School, Cordova, Alaska; 
Third Prise—Tie—“All in a Day,” by Miss 
Annabel Crum, MacMurray College, Jackson- 
ville, Illinois, and “If I Were a Stenographer,” 
by Miss Anne Bilanin, Linden, New Jersey. 

Decision on the prizes was made too late to 
include the winning play in this issue, as we 
had hoped to do. It will be presented in one 
of the early fall numbers. Meantime we are 
giving you an interesting study in opposites 
that has been played by the Shorthand Club 
of the Detroit High School of Commerce, pre- 
senting the right and the wrong ways of meet- 
ing five typical situations in a day’s work. 

We hope that those who were not successful 
in winning a place this time will feel that their 
effort was well spent nevertheless. To our 
way of thinking, the real value writers derived 
from this contest was the insight it gave them 
into the qualities required of the stenographer 
in a business office. Human reactions, conduct, 
and adjustments are quite as important as are 
mathematics, computing machines, shorthand, 
typewriting, and filing. 

Besides the prize winners several other con- 
testants deserve special mention for their 
work—-Florence M. Bloedon, Detroit, Mich.: 
Pearl Dverseth, Cordova, Alaska; Elizabeth 
Elicher, York, Pa.; Marian Lunsford, Stan- 

(Continued on page 543) 
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The Secretary 


Five Incidents in Her Day—With Alternate Scenes for Acts 1, 1V and V 










By Gertrrupe E. McDANIeL 
High School of Commerce, Detroit, Michigan 







CHARACTERS 






Cevia Carter, the Secretary 






C. E. Roperts, the Employer 
WitiiaM, the Office Boy 
Mr. SuHort, a Clerk 






Ernyt Burcu, a Stenographer from a nearby office 
A Voice over the telephon 








Act I 


BEGINNING THE Day 











(SCENE: A typical business office. Employer's desk or table, secretary's 
desk and typewriter, file cabinet, telephone, coatrack, etc. The curtain rises on 
Cevia CARTER, stenographer-secretary, as she arrives at the office. She removes 
coat and hat and hangs them on the coatrack. Takes mirror out of purse and 
smoothes hair. Goes to employer's desk, looks critically at pen tray.) 


ILLIAM (entering with the mail): you are always carrying around. Better put 
Good morning, Miss Carter. Here’s some new points in these pens. 
the mail, and a letter in a lavender (WitLtiAM takes penpoints out of Miss 
envelope. See! Has he got a new girl? C.’s desk drawer and puts in pens on 
(Hands letters to Miss Carrer.) ~* R.'s desk.) 
Miss Carter: Easy with the lavender en- ener AS, ed wants to know ne 
r* . rr . > » y , A ad - 
velope, William. Too many fingerprints and — ne eye * a m going to get & joo 
Mr. Roberts will think we have been prying. *° 27 User in a theater. 


“ . . 8 M ss 5 ( ‘ +: G , Mine’ 
See what you can do with this inkwell. Miss Canter (sorcastically) : Good That , 
’ a job with a big future for a young man 
























(Hands Ain the inkewell from Mr. Wruiam (going out): Well, I like a 

Roberts’ desk.) (Exit Wiut1aM.) change. 

(Miss C. lays letters down on her desk. (Miss C. places opened mail on Mr. R’s 

Goes to file cabinet, takes “reminder” file desk, returns to her desk and opens type- 

out, and lays it on Mr. k's desk. Seats writer. Takes out notebook, sharpens pen 

herself at her desk and sorts letters. The cils, then types a letter. Enter Mr. 
lavender envelope is laid on Mr. R.’s Roserts, who hangs hat up.) 

desk, the others she opens with a paper Mr. Roserts: Good morning, Miss Carter. 

knife and arranges in order of impor- Has Kessler called? (Goes to his desk and 

tance.) sits down.) 

WILLIAM (returning with inkwell sparkling Miss Carter: Good morning. No. (Pauses) 
clean) : I see you didn’t open the lavender one. The Massachusetts Foundry Company has re 
How can you tell which ones not to open? plied. I put the letter on top. 

Miss Carter: Very personal letters aren't Mr. Roserts: That's fine, just what I want 
written on business stationery, William, and to see first. (Reads letters.) 
all these envelopes have a return address (Miss C. continues typing. Telephone 
printed on them. We have done business with rings.) 
most of them, and I remember seeing the Miss Carter (answering ’phone): Roberts 






advertisements in the magazines Mr. Roberts Engineering Company. (Pause) Yes, Mr. 
has. You should be reading these magazines Kessler, he is here. (//ands telephone to Mr. 
yourself instead of those Wild West stories Roperts.) 
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Mr. Roserts Hello, Kessler. (Pause) 
Yes, I do. (Pause) Don't you think the price 
is steep? (Pause) Yes, that'll be fine. Twelve 
thirty at Martini’s. I'll be there. I’ve a con- 
tract I want you to look over, too. Goodbye. 
(Hangs up receiver. Turns to Miss C.) |! 
wish you would call up Dr. Lowe and get me 
appointment. I’ve a tooth that is 
(Resumes reading of letters.) 
Miss Carter: All right. (Going to "phone) 
Cadillac 0078. (Pause) Mr. Roberts would 
like to make an appointment with Dr. Lowe 
(Pause) Wednesday at 
conference. Any time 
Yes, Thursday 


Thank 


an early 
growling. 


as soon as possible. 
two? No, he has a 
Thursday morning? 


Ssatistactory. 


( Pause ) 


will be you. 


at nine 
(Returns to typing.) 

(Enter Mr. Suort with papers he hands 

to Mr. Roperts.) 

Mr. SuHort: Good 
Some specification sheets. 

Mr. up) 
Short. (Takes papers.) All right 
Short, does that new typist do anything but 
talk? When I was talking to 
William. into your room 


morning, Mr. Roberts. 


Oh, hello, 
By the way, 


Roserts (looking 


came in she 


Every time I go 
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she is talking. I've seen her talk and type. Is 
this her work? 

Mr. Suort: Yeah. She 
Mr. Roserts: Pretty 
work her tongue and fingers at the same time 
and get out clean specification sheets. I think 
you'd better let her go. There are plenty of 
girls whose tongues are fastened down on one 
end at least. (Both men laugh.) 

Mr. SuHort: Well, she is a 
What’ll I tell her? 

Mr. Rozerts: Tell her we don’t 
We can get along for a little while, I suppose 
her. I can’t stand het 
teach them anything at 


just finished it. 


smeary. She can't 


little slow. 


need her 


Anyway, get rid of 
chatter. Don't they 
school? It’s enough for us to lose money for 
a month teaching these flappers our business, 
much them training in 
office etiquette, common spelling, 
punctuation, and how to comb their hair and 
dress decently for work. (While he 
and toward exit, 
accompanying him.) I think I'll give her a 
piece of my mind. What does she think we're 


less having to give 
g 


politeness, 


says this 


he rises advances SHORT 


running ! 
(Exeunt) 


CURTAIN 


Act Il 


Wuat To Do Witn Spare Time, AND Keerinc Orrice Secrets 


(SCENE: Miss Carter seated at typewriter with pile of completed letters 


with envelopes. 


Places pile of letters on Mr. Roberts’ desk. 


Enter Wi.iaM with sheets of 


paper which he puts in basket on Mr. R.’s desk.) 


ISS CARTER: Well, Bill, I’ve got my 
letters all ready to sign. How’s that for 
speed? And they weren't short ones, either! 
Oh, you're fast enough on the 
I'll loan you a good magazine to 


WILLIAM: 
typewriter. 
read. 

Miss Carter: Thanks, William, but I said 
the letters were done, not all my work. While 
Mr. Roberts is gone, I'm going to refill my 
stationery drawer, file these carbon copies, 
and practice some shorthand. My new Grece 
WRITER came today. If you aren't too busy at 
2:30, come in and time me on a speed test 
You haven’t given me a test for a week, Mr. 
William! I'm afraid you aren't a very strict 
teacher. 

WILLIAM (grinning) : Aw, now, you haven't 
had time to practice speed tests with all the 
extra specifications you've had to do since Miss 
Marsh left. I'll start you when I leave on 
my trip to Mr. Short’s office. It takes me 
about seven minutes to do that route. 

Miss Carter: I'll do the same for 
William. 


you, 


Yeah! Why not let's 


minute start and 
( Exits.) 


(laughing ) 
Give me a nine 


WILLIAM 
have a race. 
we'd finish even in one more minute. 

(Miss Carter busies herself about desk. 

Enter Etuyct Burcu from another office.) 

Miss Burcu: Hello, Celia. What are you 
doing ? 

Miss Carver: Why, Ethyl, hello 
ing house. 

Miss Burcu (chewing 
Boss is gone out for a couple of hours 
Thought I’d make you a call. (Sits on Mr. 
R.’s desk and surveys fingernails, which are 
very red.) I saw Mr. Roberts leaving a little 
Guess he won't be back until after 


I'm clean 


gum vigorously) : 


while ago. 
lunch. 

Miss Carter: No. I went at eleven today. 

Miss Burcu: Went to a swell! dance last 
night and met the swellest fellow. He said he 
had a Park roadster and would take me and 
another girl to Beach tonight. 
Could I interest you? 

Miss Carter: Fred 
show, thanks. 


Edgewater 


and I are going to a 
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Miss Burcu Say, I heard that Roberts 
was trying to get the Burlson contract, but 
there is some steep bidding. 

Miss Carter: Did you? 


Miss Burcu: Everybody knows it. What's 


his bid ? 

Miss Carter (flippantly): Who wants to 
know ? 

Miss Burcu: Why so secretive? The con- 
tract is to be let in the morning. 

Miss Carter: The bids aren't closed yet, 
maybe. You want to bid? 

Miss Burcu: | work for a lawyer. What 
interest would he have in any engineer's con 
tract? 

Miss Carter: You answer that one, your 


self. Who does the lawyer work for? 
Miss Burcu: Well, darling, th 


sun's shin 


ing, but don’t mention it out of the office! 
Miss Carter: See 
cuss Mr 


here, Ethyl, I don't dis 
What 


Roberts’ business with anyone 








SCEN]I Miss 
Roberts’ desk rings 
correspondence, and goes to answer 








ARTER (at telephone): No, Mr 
Can I take a message 


ISS ¢ 
Roberts is not in ? 
(Pause) I'm sorry, but I do not know when 
It will be impossible 
you the figures. (Pause) Yes, 
(/lanags up. goes to file 
cabinet filing letters.) 

(/:nter Mr. Roperts.) 

Mr. Roperts: Well, I've been gone much 
than | What's happened 
(Sits at desk and takes up pen, reading let 
ters which have been placed for him to sign.) 

Miss Carter: Finch & called and 
wanted the figures for the Hartley job. 

Mr. Roserts: Well, you gave them? 

Miss Carter: No. I told them I couldn't 

Mr. Rorerts: Great Scott! It would have 
been all right. They are my lawyers. 

Miss Carter: If they had 
person, but over the ‘phone 

Mr. Roperts (testily, tapping nervously on 
desk): Well, that didn’t matter. My lawyers 
are to know anything they want, they are my 
friends, besides. The (presses hand to 
head) That vile coffee has given me a head- 
ache. Get them on the ‘phone 

Miss Carter (taking down telephone) 
(Pause) Thev are busy. 


he will return. ( Pause) 
for me to give 
I will say you called 


and continucs 


expe cted 


longer 


Finch 


been here in 


idea 


Main 9400. 





JHE GREGG WRITER 497 


CURTAIN 


Act Ill 


A Groucny 





CARTER alone in office, busy at files. Telephone on 
She closes drawer quickly, putting paper weight on unfilled 


the r all ) 








_ 


I know is not for broadcasting, however un 


important it may be. He can tell it first—| 
shan't. And bids on contracts are more 
a lawyer's stenog 
uldn't tell 


impor 
tant than the weather, even 


rapher ought to know that. You w 


me how old Mrs. Elkins made her will, would 
you? 

Miss Burcu: Oh, that’s different. That's 
confidential 

Miss Carter: So are bids. Sorry, Ethyl 
I've got lots t do now before Mr Roberts 


gets back. Come over and see me tomorrow 
night, but don't talk shop 
Miss Burcu: You 


giving people the gate. Goodbye. (Gets of 


certainly are good at 
desk.) No, I won't come over to your house 
If Fred isn’t hanging around wishing I'd go 
vou are filling the H pe hest. and it make 
me jealous. (/ixit 

Miss Carter: Of all nosey peop 
the worst! 














Ke SS 


\/y 











Now see how much 


give! 


Mr. Rorerts (angrily) 
trouble this s! Why ( vuldn't you have 
hey asked for it 


woman §s 


them the information when t 
Miss Carrer (calmly): It was a 
voice. I don’t know their new secretary well 


wnize her voice. It might have 


enough to re 
been someone else 
Mr. Ri } 
Get them on the line Where is that lazy 
William ? 
Miss Carter (dat phone ) 


BERT ( sfarin 


Main 9400 


(Pause) Just a moment. (//ands "phone to 
Mr. Roperts and returns to typing.) 
Mr. Ronerts: Hello! This is C. E. Roberts 


Mr. Finch in? (Pause) All right 


(Pause) Finch? (Pause) Did you call me 


(Pause) Yes, that’s right. O. K. Yes. | 


Is either 


understand. Goodbye. (/uts telephone down, 
writes on scratch pad.) 
(Enter WittiAM with basket of papers.) 


Can't you get around a littl 


tor ten 


Mr. Roperts 
faster? I've been ringing for you 


minutes. There's no excuse for such slowness 


Take this note across to Finch’s office and 
don't wait. If you can't get over the ground 
faster, I'll get someone who can. (Puts note 


in envelope while talking and hands it to 


WILLIAM. ) 
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Wu.1aAM (meekly): Yes, sir. (E-xits.) 
(Mr. Roserts throws down pen and takes 
another, dropping ink on letter. Throws 
letter across table irritably to Muss 
CARTER. ) 
Mr. Roserts: You'll have to write this 
over. The ink is too thick. It spatters. 
(Miss Carter takes the letter and pro- 
ceeds to type it over.) 
(Enter Suort, who lays some papers on 
the desk. Opens his mouth to speak, but 
when he sees Roberts’ cross face, leaves 
hurriedly without saying anything. Mr. 
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Roperts finishes signing letters, kicks 
wastebasket, takes hat and leaves, nearly 
colliding with WILLIAM, who is returning 
to the room.) 


WituiaM (softly): 
now? 

Miss Carter: He says a vile cup of coffee, 
but that lavender envelope is in the basket in 
bits. William, beware of strong coffee and 
letters that come in lavender envelopes ! 


What's his pet peeve 


WiiiaM (leaving room again) : I'll tell the 
world! It’s an awful combination. 


CURTAIN 


Act IV 


TeLerHoNe Courtesy 


(SCENE 
ing should be heard. 
another part of the room.) 


OICE: Belmont 4936. (Pause) I say, 
Central, taking a nap? (Telephone rings 
in Miss Carter's office.) 

Miss Carter: Roberts Engineering Com- 
pany. 

Voice: Is Roberts in? 

Miss Carter: No, not now. 

Voice: Where can I get him? 

Miss Carter: He left the office a short 
time ago and will probably be back in an 
hour. May I take your message? 

Voice: I asked you where he went? 

Miss Carter: I am sorry I can’t say. 

Voice: Say, listen, sister. My time’s worth 
something to me. For the third time (slowly), 
where can I call Roberts right now? 


Miss Carter seated at desk of modern office. Both persons talk- 
The Discourteous Person may be behind a screen in 


Miss Carter: I cannot tell you where he 
is. If you will tell me your business, I may 
be able to give you the information you want. 
No, I don’t do business with any 
I do business always 


Voice : 
ten-a-week office girl. 
with the head man. 

Miss Carter: If you will leave your name 
and number, I will see that Mr. Roberts is in- 
formed of your call. 

Voice: Tell him to call Cherry 9090 and 
ask for Sam Herries 

Miss Carter (writing on memo pad): 
Cherry 9090. Mr. Sam Herries. Goodbye. 
(Hangs up receiver.) Sam Herries, the man 
who washes the windows! 


Act V 


ENp or THE Day 


(SCENE: Miss Carter seated at her machine transcribing. , 
at his desk reading letters and making notes on the margin. He arises and takes 
letters to Miss CARTER.) 


R. ROBERTS: Please write answers to 

these letters as I have indicated on the 
margins and get them out before you leave. 
Like to get that Watson letter started, too. 
The others in your notebook can wait. Sign 
my name. I’m knocking off now. 

Miss Carter: Yes, Mr. Roberts. 

(Mr. Roperts goes to hatrack, takes coat 

and hat and leaves.) 

Mr. Roserts: Goodnight. 

Miss Carter: Goodnight. (Pauses and 
looks through letters.) Goodnight! I'll be here 
awhile! 

(Enter WiLLiaAM with papers which he 

puts in Mr. Roberts’ basket.) 

Wituiam: "Bout time to quit now, I'd say. 


Mr. Roperts 


Miss Carter: Not for me. I have seven 
letters to get out. (Continues typing.) 

Witt1am: Glad it’s not me. Be seeing you 
tomorrow. "Bye. (E-sit.) 

(Enter Miss Etnyt 

hat on.) 

Miss Burcu: Well, of all busy people! 
Why don’t you move all your belongings in? 

Miss Carter: Mr. Roberts wants these let- 
ters in tonight’s mail. It will take me at least 
half an hour to do them. You had better not 
wait for me. 

Miss Burcu: Of all mean things! Why 
didn’t you tell him you had a dinner date? 

Miss Carter: Business is business. Will 
you wait? If so, be a good girl and get the 


3uRCH, coat and 
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CURIOUS CLIPPINGS 


And yet they must be true, 
We Saw Them in the Papers! 
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envelopes addressed for these letters while I 
am writing this one 
Miss Burcu: Sure, I'll help you. (Takes 
blank envelopes from drawer and letters which 
Miss CArtTER hands her, 
(Miss Carrer finishes 
and proceeds to 
through them first.) 
Miss 
the letters). Here they are, 
Miss Carter: Thanks 
sign, I'll them to 
velopes. 


and exits.) 
etter in machine 


sign letters, looking 
Burcu (returning with envelopes for 
Old Faithful. 

fast as I 
in the en 


Now as 


give you to put 
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(Miss Burcu takes the le 
CARTER as she signs them 
the edge of Mr. Roberts’ desk. 
CARTER puts notebook and other 


pewritter.) 


tters from Miss 
hlots and folds 
them on 
Miss 
pape rs im drawer, covers 
Miss Carter: Ethyl, you're 
you. You 


Just 


saved me ten 


a peach. 


couldn't live without 
minutes. 


Miss Burcu 
Miss CARTER 


Only seven and a half. 

(as she powders and puts on 
hat and coat): Fred is meeting us at the Clair- 
mount line. Hope he doesn't 


(feat be 


get tired waiting. 


” a sl _— 
tn girts wih tetters.) 


CURTAIN 


A Study in Opposites 


llternate Scenes for 


icts 1, 1V, and V 


CHARACTERS 


Rost 


Mr. Rort RTS, 


BARNES, 


Se retary 


Employer 


PostTMAN 
WitiiAM, the Office Boy 


Jutia Cook, 


a Stenographer from a nearby 


office 


Act IA 


How 


(SCENI 


desk and typewriten, file cabinet, 


A typical business office. 
teleph me, coatras k, etc. 
highly rouged and chewing gum. Removes hat and coat, arranges hair, p 


ro START THE Day ALL WronG 


Employer's desk or table, secretary's 
Enter Miss Barnes, 
mwders. 


lakes cover from typewriter and sits down to desk. Inserts letterhead and lays 


out notebook.) 


ISS BARNES (yawning): Oh, what a 
N life! How I hate this office and every 
thing and person in it. (Takes out mirror and 
lipstick and touches up lips.) Guess I'll try to 
get a story read before Old Sourface comes 
in and hands me a pile of work. (Takes 
magazine from desk and reads.) 
(Enter PosTMAN letters. 
BARNES drops drawer 
starts typing without looking around.) 
PostMAN (laying letters on her desk): Must 
be a red hot story the way you dropped that 


Miss 


and 


with 
magazine im 


magazine ! 

Miss Barnes: Oh, it’s only you! What do 
you mean by coming in and scaring me to 
death? Why can’t you whistle or hum to let 
me know it’s you? 

PostMAN: And 
make? 


Miss BARNES: 


what difference does that 


It might make a lot of dif- 


ference. I have a dozen letters in my note 
book, but I don’t work only when the Boss is 
around, see? I mean to get credit for all I 
do. 

PosTMAN Credit ? 
fired if I was running the place. 

Miss Barnes (looking through letters): 1 
don't like that man. He thinks he is so smart. 
Guess I can do as I please. Wonder who that 
letter is from? Well, there is nothing for me. 
(Places the letters in a disorderly pile on Mr. 
Roberts’ desk and resumes reading.) 

(Enter Mr. Roprerts.) 

Mr. Ronerts: Good morning. 
desk and picks up letters.) 

Miss Barnes: Hello! I just got here and 
was looking at the pictures in a magazine 
(slips magasine into desk). I had the swellest 
time last night. We went to the Michigan and 
there was the cutest toe dancer you ever saw. 


(leaving ) You'd get 


(Goes to his 








Act IVA 


PeLePHONE DiscourRTes) 


Miss 
Voict Say, 
something to 


can I call Re 
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THERE WILL BE THOUSANDS OF WRITERS TRYING THE 
SPEED OF THEIR PENS ON THE RADIO SHORTHAND CON- 
TEST OVER STATION WOR, SATURDAY, JUNE 3, AT 6:30 P.M 
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dhe LEARNE 


| A Department of Helps for the Beginner in Shorthand 
a 


Edited by JOHN ROBERT GREGG 
a el 


—> 


A Glance Backward and a Look 
Forward 


NOTHER school year 1 osing It 
marks for many readers of THE Gree 
WriTer the completion of “tl 

1] rr ] 


course.” After a well-earned vac 


enjoyed you will 
“advanced dictator 
training until y 
of shorthand 

The learning 
vided into tw 
These two divisior 
administrative purp 
be much more rapid after you 
the so-called “theory cour Ss 


| 


in mind that shorthand 
divorced from shorthand 

The hand can write no 
can think. If you are not now 
hand at the rate of 100 or 120 words a min 
ute, it is because you cannot write new words 
without pausing to think what the correct out 
lines should be. As soon as you decide what 
the outlines should be, your hand wastes n 
time in writing them 

A glance backward, therefore, at the various 
theory principles will help to remove this hes: 
tation from your mind wrward that 
sees in the d atio on the opportu 
nity ol 
principles will 


} 


have been doi 


continued 


course. 
Some Theory Questions and Answers 


Very few questions regarding the 
principles arise in the student’s mind. Each = on the lin 
principle is so simply and briefly stated and its logical thing 
application so easy that it seldom occurs to the ready distincti 
student to ask any theory questions. Now and 


then, however, a few questions are found in 
the editor's mail box, and in this last issue ot 
the vear we are answering those that 


asked the most frequently Read eacl 
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A. The ending ually is expressed by adding 
the small circle to the primitive form in ual. 


‘ " e 
ow . 2 


actually, annually, continually, casually 


Q. Explain the writing of generally, orig- 
inally, materially, locally. 


A. When only the final / is omitted from a 
primitive form, as in the word local or mate 
rial, the loop is used to form the derivative in 
ally, because when written with the loop the 
outline is then full and complete. When a 
word is still further abbreviated, as in the case 
of the word general, from which the two final 
consonants are dropped, we then form the 
derivative in /y simply by adding the small 
circle 


Q. What is the correct position with relation 
to the line of writing for the following words 
Misunderstand, 
understood, etc. 


and phrases: misunderstood, 


I do not understand, we 


A. In writing expressions in which the under 
of understand and understood must be ex- 
pressed by writing stand or stood under the 
first part of the outline, it is the first part of 
the outline which is placed in its normal rela 
tionship to the line of writing. 


Q. Please explain why the left-s is used in 
such, subject, exchange. 


A. As brief forms, such, subject, and ex- 
change need not necessarily obey the ordinary 
rules of joining. We use the left-s in these 
three words in order to make it possible to form 
many useful phrases which could not be writ- 
ten were the right-s to be used—in such, on 
such, on the subject, in exchange, bill of ex- 
change, etc. 


f/f 


Q. Why is ff written with an angle in con- 
flict and without an angle in inflict? 


A. In order to avoid difficulty in reading, 
we do not write three reverse 
curves without an angle. Normally the ending 
flict is written without the angle. However, 


consecutive 
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in the word conflict, as it is impossible to make 
the angle between the & and the f, it must be 
shown between the f and the /. 


C 


Q. Explain the writing of the plural form 
of the following brief forms: 
courses, offices. 


forces, invoices, 


A. The reason we join s with an angle to 
form the plural of brief forms ending in ¢s is 
to prevent clashing with words containing ses, 
for example, instances-insist. 
In the words invoices, forces, courses, offices 
to make an angle because 
the forms with the ses are distinctive 


ie ee ay ff 


Q. When do we use 7 


instead of the tive blend? 


causes-consist, 


it is not necessary 


> 7 


for the ending five 


A. When the ¢ is written in the primitive 
form, as in alternate, we use the tive blend 
in forming the derivative, as alternative. lf the 
t is dropped from the primitive, as in appre- 
ciate, we then use a disjoined v. If the primi- 
tive form is a word ending in cate or gate, the 
v may be joined, as in indicative. Also see 
Par. 211 of the Manual. 

J) ; 
yy, A 
appreciative, effective, active 


alternative, indicative, 


Q. When does sh stand for tial, cial? 


A. The principle under which this ending is 
written is explained on page ix of the Gregg 
Shorthand Dictionary, and a list of words so 
written will -be found on page xi of the Gregg 
Shorthand Dictionary This ending may be 
written with the sh except in the case of a 
few short, odd words, such as racial. 


Jf 
~) c “7 ?) 
"7 5 Ji m7—- 2 «>» ’ 7 


artificial, beneficial, substantial 
initial, social, superficial 


commercial, essential, 


Q. Explain the rule for joining the circle 
in such words as whip, and such phrases as 
we believe, we hope, etc. 

A. The hooks are treated as minute curves. 
Therefore, in joinings such as whip and we 
believe, the oo-hook is joined as though it 
were the stroke for k, as in the words cape, 
cab, etc. 


Pl ie 
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Q. Why do you write the /d in uncontrolled 


and unparalleled differently? 


A. The past tense of verbs ending in ] may 
be formed by raising the end of the / to indi 
cate the d, as in the word uncontrolled. In the 
word unparalleled, which is formed from the 
root parallel, the final / is not written. As an 
abbreviated word, the last letter is dropped, 
and it is purely a coincidence that the final 
character of the shorthand form happens to 
be the same consonant that it would have been 
had the word been written in full. Therefore, 
the last letter of the primitive form being 
omitted, the past tense 
disjoined tick, in accordance with 


is expressed by the 
Par. 182. 


Q. When is to abbreviated to ¢ before s in 
phrases? And when is it written in full? 

A. T may always be used for to in phrases 
before the left-s, as to sell, to sail, etc. It may 
be used to express to before the right-s only 
when that s in turn is followed by a down- 
stroke, as in to save, to serve. 


€ 


to sell, to say, to ve, to speak, to send, to secure, 


to set 


Q. In writing such words as electricity and 
extremity, where is the disjoined suffix writ- 
ten with regard to the line of writing? 

A. When a disjoined word-beginning pre- 
cedes a disjoined word-ending, as in electricity 
and extremity, the disjoined word-beginning is 
placed above the remainder of the word, as 
explained in Par. 209 of the Gregg Shorthand 
Manual. The disjoined word-ending is then 
placed on the line of writing. Examples of this 
may be seen in Par. 230 of the Gregg Short- 
hand Manual in the words electricity and ex- 
tremity just cited. 


Q. Why do you write letters with the spe- 
cial joining and arrangements without it? 

A. We use the distinctive joining of the s 
in forming the plural of the word letter in 
order to avoid a conflict with the word lease, 
which might easily occur and which the con- 
text would not enable us to resolve. In the 
word arranges or arrangements there is no 
conflict possible. 


> 


t X 


letters lease; credits, correspondence, arranges 


arrangemenis 


Q. Why are 
the ses blend? 
A. The ses blend is writing the 
words oneself and itself to avoid confusion in 


mneself and itself written with 


used in 


transcribing between the forms one’s and its 


Ty 4 
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the joinings 
the footnote to 
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Q. Why are Aung and uncle written with 
the angle and young without the angle? 

A. The word young is a brief form and, as 
such, is not the ordinary 
There is no principle in the system which 
would require us to turn the hook on its side 


subject to rules. 


before nk, ng. 


= 
Q. Why is the oo-hook used in writing fur, 


cur, etc 
A. Although Par. 72 of the 
Manual says, “It is generally 


circle for the 


Shorthand 
more facile to 
sound 
hurt,” 
one-syllable 


use the obscure vowel 
heard in ur as in murmur, urge, 
in a few of the less frequent 


words, such as fur, cur, the use of the hook 


J } 
cnurcn, 


seems more natural 


murmur, urge, hurt, fur, cur 


” ynit the dot in Aum, has, 
and had? 
A. The 
dot is not ne 
words 
her, or happy. 


experienced writer finds that the 
essary in some of the commoner 


had, 


' 
} 


beginning with A, such as him, 


Q. Explain the joining of happiness, sleepi 


ness, laziness, etc. 


A. Many adjectives ending in py, sy, or zy, 
written with the left-s, form derivatives in 
In order to avoid changing the form of 
and for the sake of facility 
form 


neESS. 

the root word 

we simply 
a 

be = 

-< 


Q. When do you write ks for « and when 


? 


add ness to the primary 


a > 
cr 


do you use the x sign 


A. Words 
the ks, as are, 
occurs at the 


written with 
axle, and axiom. When the x 
end of a word the shorthand 
character for x is used, as in tar, flax, etc. 
Par. 106 of the Manual writing 
of the prefix ea 


beginning ax are 


governs the 


rcise, excel 


Q. What is tl ason for the 


distinction 


ungs barn and farm? 


A. The reason for 


the distinction between 


and 


Par 161 of the 


farm, as explained in 
Shorthand 


barn 
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Manual, is that there is a tendency in rapid 
writing to curve a straight line when it is 
followed by a circle. Chere fore, the distin 
tive method of joining the circle when it is 
written with left mot after straight strokes 
is adopted to preve any possibility of mi 


reading 


adjo 


lre You Familiar With Financial Terms 


In your look forvy 1 you must se¢ 
future vocabulary 
higher heights 
of common legal phi 
1 
: 


man and woman should k 


have prepared a list of frequently used nan 
cial terms. Master their spelling, their idio 
matic meaning, their shorthand outlines, and 
then work them into your daily conversation 
whenever you have a chance s | 

become a permanet 


Vin ibulary. 


Icknowledgment 


exe 
a letter 
been received liu 


have one of their 


1933 
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¢ >t 
ei 
fact 
r 
i 
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. 
y 
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Wi 
r 
at 
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of Attorney 


S - 
z 
\ 
, 
Protest 
. 
¢ 
, 
Caw 
A 
° 
- ( 
c 
( 


S09 





510 (JHE GREGG WRITER June, 1933 


damage by the nonacceptance or nonpayment of the 
note or bill. Itnustrration: The merchant’s check ° € _ - — 
was protested because of insufficient funds. The : 


> 


protest fee amounted to $2. - 


Proxy 


Oe ee 
ot an 
— a 


 —_ —— - in. - eee A 


Trade Acceptance—A draft drawn by a seller on 
his customer for the purchase of goods, and accepted 
by the customer at the time of delivery of the goods. 
ILLUSTRATION: Trade acceptances are commonly used 
by manufacturers and jobbers in collecting from 


retailers 


Underwriter 
Proxy—A person authorized to represent another; 
the authority or power to act for another, especially 
in voting in a legislative or corporate capacity. ILLus 
TRATION: The stockholder signed the proxy and re 
turned it to the secretary of the corporation 


Sinking Fund 


) 


a 


A 


\ q - —— te 


a 4 - . 7 a - - 


— 


Cc 


4 


Underwriter—An individual or firm who guaran- 
tees or shares in guaranteeing a loan, stock issue, 
or the like. Ittustration: J. P. Morgan and Com 
pany were the underwriters of the new railroad bond 


issue 


i CO°O 


—_ ODL A & 
= sf asi 


Sinking Fund—aA fund invested in such a manner URREN r news continually brings to the 
that its accumulations enable it to redeem a specifi front a number of words and phrases that 
debt at maturity. ILtustTrRaTion: All corporations for a moment are on ev eryb uly’s tongue. You 

av ro am ( ro 0 s of k r-t . ~ 
having outstanding bonds or other forms of long-term will find that you can increase your shorthand 
indebtedness are required by law to maintain an . ‘ ° : 
adequate sinking fund. vocabulary at a rapid rate by noting these 

new words and phrases as you read your 

Trade Acceptance newspapers and magazines. The following list 
includes financial terms that are at present in 
the limelight. Now is a good time to master 
your financial vocabulary 


Dp Current Financial Terms 
—_ \ 
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Current Financial Terms 


; P _ 
OG £ acceptances aw hat C 


oo v3 nistration financial ee 


cr“ 7 iut ties oy hinance ~ = @ f 
- c 
2 a a7 
<— Da aw fede er\ f « e ' 
af mkruptcy 7 ie le att erve bank c— , = ' ’ j 
f PA VV 
*/ eficiar —_— tunds “al 
7 Pa 
7 4 
a ~~? rrency ae —_—— — 
i — ae aranteed ’ i i 
“7 
- 2 - % ard aa ~” 
14 


\ 
IN 


> _f ,7 


investigation 
at # depositors 4 


a 2 5 , 
ie demand — Co “«—* lation > 





"laa 
4 expenditures 


ys C “ ~O——¢ - 
S7 expansion -_ obligatior é “ with ‘wa 


Nore: See also the list of Congressional reporting terms on page 542 and in the March and 
April issues 
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Making Use of the Checking Account 


From a Talk on “How Banks Help Business,” issued by the American 
Bankers’ Association, New York City 


amount 


iF 2 


- > 
4 ’ 
activity q _ ( 


ma jority c 
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Taking Us Back to the 80’s 


By A. ALAN BowLe 


FAMILIAR smiled out at me 
from the pages of the Paterson Morn- 
ing Call not gown 
and the queer contraption at which she was 
seated were strange enough! They were quite 
the latest thing back in the 80's, though, I dis 
the costume, one worn by a member 
offered by 


lace 


long ago, but the 


covered 
of the first secretarial 
the Y. W. C. A 

the machine, one 
of the original type 
writers used in the 
New York Y.W. in 


those early days. 


class 


Eileen Donohue, 
a former GREGG 
WRITER secretary, 
had been photo 


graphed in her role 
of “gay young lady 
of the 
welcoming in the 
new era for the 
modern miss. 


eighties” 


“Rattling Invention 
the Typewriter” 


the caption in the 
Vorning Call read. 
“Even though those 
early typewriters did resemble something like 
a cross between a sewing machine and a 
pump organ, they were 

In the May, 1932, issue of this magazine, 


daughter of 


a boon to the stenos.’ 


there appeared a picture of the 
Christopher Latham Sholes writing on the 
first experimental typewriter built by her 
father in 1872. This was really the start of 
typewriting. Miss Sholes little 
girl then, but in this short span of years the 
growth of the use of the typewriter is phe 
Millions of machines are now to be 
It must be a source 


was a very 


nomenal 
found all over the world. 


of satisfaction to Mrs. Charles L. Fortier 
(that is little Miss Sholes’ present name), 
now nearly eighty years old, to see her 


father’s invention so universally used 

The press carried detailed comments on the 
celebration. The following interesting items 
come from the Christian Vonitor of 
March 28: 

“Inasmuch as the New York branch of the 
Young Women’s Christian Association estab 
lished the first class for ‘female typewriters,’ 
after Christopher Latham Sholes invented his 
first rude version of this now universal aid to 


Science 


Dramatizing Typewriter History 





le acle rs 


national Y. W. ( \ 


dramatizing 


correspondence, 


will join tonight in a program 
the event 


“The 


10:45 this evening, and 


dramatization will he broadcast at 


' 


will be a part of the 


nation-wide banquet programs to signalize the 


sixtieth anniversary t the advent of women 

into the business world Mrs. Charles |] 
Fortier, formerly 
\ 


Miss Lilian Sholes, 
daughter of the in 
take 


celebrating 


ventor, will 
part in 
the invention which 
astonished 
in 1873 


been 


people 
She has 
called ‘the 
first woman typist,’ 
tor she evidently 
mastered the pecu 
liarities of the odd 
contrivance | look at 
it!] more quickly 


than anyone els« 


Revolutionized 
Business 
“Thus a world 


which is so accus 
tomed to machines 
them 
time to cele 


Wide-W orld Phot 


that it hardly pauses to notice unless 
they get out of order, 
brate the contrivance which not only 


procedure, but opened a broad 


is taking 
revolu 
tionized office 
gateway to women anxious or obliged to break 
down the tradition that a ‘woman's 
place is in the home.’ 

“Mr. Sholes was backed in the production 


ancient 


of his machine by a friend, a Mr. James 
Densmore; the rights were sold for $12,000 
The first model of the machine is now in the 


month Mr. 
Remington 
8.000,000th 


this 
chairman of 
taken the 


Smithsonian Institution, and 
James H. Rand, Ir., 
Rand, Inc., 


machine off the line. 


will have 


“The dreary sentence which is the classic 
practice sentence for all orthodox students of 
time for all 
men to come to the aid of the party,’ was used 
for practice on the early models. In those days 


typewriter ribbons 


typewriting, ‘Now is the good 


there were no Typists 
bought regular ribbon from dry goods stores, 
soaked it messily in ink, dried it, more or less, 
then laboriously wound it on the machine 
“The typewriter was not an immediate 


Continued on page 543) 
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A Little Journey to the Home of 


Sir Edwin Landseer 
Part Ill 


Reprinted by special permission from “Little Journeys to the Homes of Eminent Painters” 


By E_sert Hupsarp 
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(The end) 








It Took Her Five Years to Fill Two Notebooks 


Her work called for so little dictation. Yet to her surprise not long ago she was able to 
pass a five-minute test at 110 words a minute with a grade of 95 per cent, and after a few 
weeks’ additional practice passed the 120-word mark! She credits her achievement to her 
reading and study of THe Greco Wairer. 

It will do the same for you if you will make the most of its help. 
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- EDITORIAL VIEWS 
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A Sixtieth Anniversary 


HIS year we celebrate the sixtieth anni 

versary of the typewriter. In 1873 the 

first practical writing machine was con- 
structed by E. 
manufacturers of Ilion, New York 


Remington and Sons, arms 
The actual 
invention of the machine was accomplished some 
six years earlier, in 1867, when three gentlemen 
of Milwaukee—by name, Charles Latham 
Sholes, Carlos Glidden, and Samuel W. Soule 
evolved the first working model of their in- 
vention. They patented the machine a year 
later, but six years went by before enough 
confidence was evinced in the contraption to 
warrant its manufacture on a commercial 
scale. 

The Sholes-Glidden-Soule machine, although 
the first practical typewriter, was not the first 
contrivance of its kind ever built. Like the 
flying machine, which also reached perfection 
within comparatively recent times, the idea of 
the typewriter goes back at least two cen- 
turies. Probably very soon after Gutenberg’s 
revolutionary invention of movable types, in- 
genious minds began to speculate upon types 
that would be infinitely more “movable” than 
Gutenberg ever dreamed of. We do know that 
in 1714, more than two hundred years ago, an 
English engineer, Henry Mill, received a pat 
ent from Queen Anne for an “Artificial 
Machine or Method for the Impressing or 
Transcribing of Letters Singly or Progres- 
sively one after another, as in writing, where- 
by all writing whatever may be engrossed in 
paper or parchment so neat and exact as not 
to be distinguished from print.” 

In the light of the universal use to which the 
typewriter has been put within our times, it 
is interesting to observe the restrictive pur 
pose to which many of the earlier machines 
were dedicated by their inventors. Many of 
these early contrivances were designed for em 
bossing—the type cutting into the paper and 
raising the printing, to be used principally 
by blind people. Such a machine was invented 
in 1784 in France for this very purpose; and 
in 1845, in our own country, a Charles Thur- 
ber, of Worcester, 
such a machine for the blind, in which, how- 
ever, was employed for the first time a princi- 


Massachusetts, invented 


ple which is used on all modern typewriters 
that is the longitudinal movement of the car 
riage, which gives us the spacing betwee 
letters 

The first inkling we have from the records 
of the modern typewriter ribbon is found in 
the invention of Alfred Beach, of New York, 
to whom was awarded the gold medal f the 


American Institute for a typewriter whicl 
produced embossed letters on a narrow tape 
and also was capable of ordinary typewriting 
with the aid of an endless belt on which was 
smeared a lamp-black composition. 

These crude models were, of course, only 
forerunners of the first practical machine, that 
by Sholes, Glidden, and Soule. Many of us 
are not yet too aged to remember that first 
Remington machine. Occasionally we even 
yet see one of them in our rambles about the 
country—still working and usable, although a 
strange contrivance to one manana to the 
1933 model. 


model: the operator never saw the type strike 


The old machine was a blind 


the paper, and in order to observe what he 
had written or to correct an error, he had to 
lift the carriage, which raised upon hinges 
like the top of a table, and peer beneath. Thx 
type bars came up from underneath, against 
the platen; there was no 


guide the bars before they reached the roller 
} 


alignment slot to 


so that if a few of the bars became 
they frequently did, the result was a line of 
print that staggered crazily across the page 


ent, as 


and ended in a piled-up jumble of miscel 
laneous letters! We do not seem to remember 
that there was a bell on the thing—mavyhe 
there was, but we » know that we invariably 
ran over the line sal had to lift the carriage t 
see what had happened! 

We recall to this dav the sense of relief and 


the thrill we got when Mr. Underwood pro 


duced his first visible-writing machine, in 
vented by Franz Wagner, and placed on the 
market for the rst time in 1895. We had 
been taught by that time to write by “touch” 


and to look at neither our fingers nor the ma 
chine, but even though we obeyed teacher and 
kept our eyes strictly on the “copy,” it was 
such a source of satisfaction to know that we 
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could, if we wanted, steal a glance at the car- writer has played an important part, such as 
riage and see what was happening right in _ the invention of the teletype, the linotype, and 
front of us . the most recent improvement of all, the radio 
Later came the shift-lock, and what a bless typewriter. 

ing that was wher we had a row of caps to Only sixty years have passed since the first 
make; then the tabular key; the back spacer practical typing machine was patented, and 
a boon, if there ever was one—and, not least, yet within that time no other instrument, with 
the variable line spacer. In recent years we the possible exception of the telephone, has 
have seen the noiseless, and the portable, that contributed so much to the steady march of 
friendly little fellow that we can pack in a commerce. Probably one of the rarest things 
suitcase or carry dangling from our fingers in the world today is a pen-written business 
wherever we travel. And with all these inno- communication. The butcher, the baker, and 
vations, mechanical progress has kept an even — the candlestick maker—and the preacher read 
pace, giving us a faster machine and one capa ing his notes in the pulpit—all today pay 
ble of much neater and finer work—to say tribute to the memory of that first crud 
nothing, as we pointed out in these columns machine, and to the genius of its inventors 

recently, of the other fields in which the type those three farseeing gentlemen of Milwaukee 


oO°e 








Acme Newpictures, Inc. 
Capitol Hill Stenographers Get Shorthand First-Hand 


wee to that effect accompanied this photograph when it appeared in the Washington 
Times, the Washington Herald, and other newspapers April 14, when a group of secretaries 
to Representatives appeared at the office of the Speaker of the House, Henry T. Rainey, and took 
dictation from Dr. John R. Gregg, inventor of the system. The secretaries included Margaret 
McMahon, Rose Doyle, Kathryn Irvin, Margaret Randall, Louise Dreisonstak, Ina Mann, Caro- 
line Mahaney, Elizabeth Janes, Kathryn Miller, Agnes Frigard, Pearl Jean Dreyer, and Mary S. 
Thomas. Speaker Rainey (center) watches with interest. 








June, 1933 


JHE GREGG WRITER 521 
Using His Head 
An Anecdote Involving a Lazy Boy and a Bit of : 
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June “Talent Teaser” 


Restore the 30 damaged outlines and your transcript should check 
perfectly with the Key that you will find 
in the September “Gregg Writer” 


Key to Last Month’s “Talent Teaser” 


Worvp’s Queerest Movie Jos 


Possibly the most peculiar of all the various movie 
jobs, is that of the “ager” of costumes and equip- 
ment. 

The cleverest designers cannot make the costumes 
of mobs, savages appear old 
enough for the camera’s searching eye not to reveal 
So, these costumes once made to his- 


vagabonds, serfs or 


their newness. 
torical correctness are turned over to an 
gether with charts showing design, color and condition 
of age desired 


“ager,” to- 


First of all the clothing is beaten with earth, and 
the tears in the garment are made to appear as if 
they accidentally got there. Then it is stained in 
careless spots and tossed about in sand and water 
until no two pieces are exactly the same color or 
condition. 

His staff of assistants have to work quickly, for 
at times they have to prepare clothes for a rabble of 
several hundred men and women in twenty-four 
hours 
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ART ands CREDENTIALS 
© DEPARTMENT 


Conducted by FLORENCE ELAINE ULRICH 
270 Madison Avenue, New York 


a 










Final Flashes on the Contest Results 


OU thought 
you had crip 
pled us for- 


ever and ever, 
didn’t you, with 
that avalanche of 


O. G. A. tests that 
descended upon us 
at the close of the 
Contest, but our 
heads (with badly 
stretched necks, to 
be sure) are at last above the Contest pile 

we are still alive, and ready to flash you the 
final results! We wish you might have 
shared our thrills as specimen after 
men came up for inspection. From near and 


an uplift of spirit. 


speci 


far the papers came: from Siam, Grecce, 
Turkey, Brazil, China, Japan, Timbuctoo 
how does one spell that ?—approximately 
five thousand more contestants entered this 


year than last. 


Improvement in Both Artistry and Speed 
Marked 


Enthusiasm ran high and some especially 
beautiful work, both in quality of notes and 
attractiveness of arrangement, was received. 
The art departments of some of the schools 
must have been “drafted” to contribute the 
delightful cover designs that accompanied 
the clubs. A few of them will be repro- 
duced here. 

We are proud of the records that you 
teachers and students are making—and 
breaking! We have had occasion to sit back 
for a brief respite from the arduous task of 
critically analyzing so many, many thou- 
sands of shorthand specimens and reflect on 
the strides that have been made in shorthand 
penmanship in the years that we have been 
connected with this work. Each year teach- 
ers, through the work of their students, dem- 
onstrate that greater skill can be attained, 
and now, under their expert training, perfec- 
tion of style that in the past was achieved 


The papers this year show a marked advance 
in the appreciation and understanding of the 
artistic possibilities of shorthand writing. There 
were many papers in which my hypercritical eye 
could not detect a flaw! I was pleased to notice 
papers from all parts of the world. 

The examination of the papers has given me 





only by experts af- 
ter years of prac- 
tice is undeniably 
within the range of 
possibilities of the 


beginner, or first- 


year student. It 

is a tremendous 

D cai 7 step forward, not 
Lot Ht ness only in the devel 
4 ) opment of artistic 


notes, but in the 
higher speed ranges and accuracies that are 
evidenced in the Transcription Tests that also 
come to this department. The following ex- 
tract from the letter of a student is typical 
of many that reach us each month. 

“We juniors have our 60-word transcrip- 
tion certificates and most, if not all, of us will 
have the 80 by the time we finish the Manual 
Next year we shall 100- and 120- 
word awards to work for, and we are going 
after the 140-word Medal, too. We all hope 
to qualify for it. This will be the first time 
such speed has been attempted in our school, 
but we have proved to our own satisfaction 
that we can write faster if we but try, and 
a class, therefore, want to attain this 
for!” 


have the 


we, as 
goal for other classes to work 

Hundreds of schools using the Credentials 
and entered in this Contest for the first time 
this year have made encouraging records; oth 
ers will do so next time, as they are now more 
familiar with the standard of quality required 


Why Not Get Together? 


Many thousands of students and shorthand 
writers have been added to the already tre- 
mendous membership of the Order of Gregg 
Artists—a membership that circles the globe 
We welcome you all! Some one has sug- 
gested that our O. G. A. members be organ- 
ized into chapters in every community where 
there is a sufficient number to justify such or- 
ganization. Splendid! Probably most of the 
large cities in the United States would count 
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their members in the thousands, and there 
would be hundreds in many of the smaller 
towns. Such a chapter in a community would 


provide intellectual stimulus, a give-and-take 
of experiences of the various members, with 


the help that this affords; it would be a place 


to get together for “shop-talk,” for further 
study and training. It could house a library 
of business books to which all might have 
access, and, if the organization were large 


and progressive enough, a club room might be 


permanently main- 
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87% per cent, work of which any teacher may 
well be proud. Good work, Lowell High! 

Many of you will remember South St. Paul 
High School, South St. Paul, Minnesota, as 
a winner of the cup in previous contests. Miss 
Marie Mahaffy submitted a record-breaking 
club of specimens this year—29 papers 
mitted, all qualifying for certificates and gold 
pins, making a score of 82'4 per cent. This 
is the first time in the history of the O. G. A. 


sub- 





tained that could be = 
a rendezvous for WATERBURY 

visiting Greggites. 
More than all this, 
it would foster a 
“professional” spir- 


CATHOLIC HIGH SCHOOL 


1933 
it among us that is 
often lacking. It 
was just 


a sugees 











contests that a teacher has submitted a club 
of papers receiving 
is high a rating as 
= it was possible tor 
} the club to make, 
. >. =~ and yet not taking 
a rst place because 
ot insufthcient num 
[i 100s 10 fe, 08 the vice of the om, bers 
Ls PEt one ~~ Congratu 
lations on a worthy 





tion—but what a inMa<miae performance, Miss 
; P< That Roepe ae ce glad; bet we eoulé be ond 2 
glorious vision we © an 6 out comb et Get Mahaffy! The sec 
¢ > 7 : 7 - d ri ] 
have ot 1ts fulfill ter tag efter top, 1 oame to to tar i-prize s¢ hool 
ment ! an btn tomy cage tae one bat ner and check 
Me to GP tend etary tatbet® f $50.00 have 
What Do You Say? f ’ been sent you. 
Third-prize ban 
<=” Ue 
What do you Pe ner and teachers’ 
say to the estab- prize af $25.00 
lishment of Suc h = opt ty Ne que Quam went to Assump 
“ oe ee Drterdury Ge welte Mi 
clubs? Let us hear ie wee Siervery, Cmmgetion’: tion College, Bang 
° . he a SS ae - . 
from those of you kok, Siam, to 
who would be in Waterbury’s Mascot Brother Rogatien, 


terested in such an 
organization, and from any 
organized with O. G. A. membership as the 


entry. 


who are already 


requirement for The proposed clubs 
would be exclusively O. G. A. clubs—not gen 
eral commercial clubs like the already 
flourishing in schools throughout the country. 


many 


A Word About the Winners 


We have experienced genuine pleasure in 
Silver Cup to Lowell, 
Massachusetts, High and the 
prize of $100.00 to the teacher, Mr. Orton E. 
Beach. We admire the fine sportsmanship of 
Mr. Beach, who, submitting good clubs year 
after year that have taken many a prize, has 
vet kept steadfastly students the 
coveted first-place trophy as their next goal. 
And this that reached 

first place is theirs! The 
club this doubtless due as much to 
the enthusiasm of Mr. Beach and his associ- 
ates as to any other one thing. All of the 
papers were written with a fine-pointed pen, 
diffcult even for experts to handle 
fully. Notwithstanding this, 84 papers out of 
132 rated a gold pin as well as a certificate, 


Loving 
School, 


awarding the 
cash 


before his 


year goal has been 
excellence of his 


year is 


success- 


thereby giving Mr. Beach’s club a score of 


Brother Louis Gon 
Berchman, and Mr. E. 
Fifty-six out of 141 fine 
gold pin, giv 


zaga, Brother John 
Nielsen, teachers. 

specimens of shorthand won the 
school cent 


ing the a score of 80% per 


Remarkably Beautiful Individual Specimens 


Strikingly beautiful specimens were received 
in the Individual Contest from the 
point of view of quality of the shorthand, but 
Not since we 


1 
not only 


of artistic arrangement as well. 


have been reviewing these contests have we 
received a more beautiful entry than that sent 
us by the first-prize winner this year, Miss 


Michigan. The 


too light for 


Kathryn Haubrich, Wyandotte 

notes, we are sorry to Say, are 
reproduction. We 
factory cut of the attractive 

cased them. It is a beautiful 
and won the admiration of everyone who saw 
it. Miss Haubrich has not only our Silver 
Cup to mark her enterprise, but a letter of 
congratulation from the Governor of Michi- 
gan, public commendation in the local and 
Detroit press, and Resolutions of congratula- 
tion tendered to her by the Wyandotte City 
Council Who that shorthand 
are not appreciated outside our own profession! 


even get a Satis 
folder that en- 


work 


cannot 


pier e ot 


honors 


Says 











June, 1933 (JHE GREGG WRITER 525 


The second prize—the gold charm bearing the ave 


al ive ‘ r mask ‘ 
the emblen f the Order—goes to England, quirements of xml form, proport et \ 
to Mr Mal olm \rmitage, o! W illasey, copy t the mit ture \l inual aut 
Cheshire We wel especially well please l Dr. Grege by v1 led to Master ( 
with his bold, fluent lines and his expert — in recognitior good worl 
ndling of curved strokes and vowel joinings 
t quite the consistency of the first-prize Several Specimens Rate Honorable Mention 
paper, but a fine job! Our congratulations 
ind the prize are already bound for England In addition to the vidual pr winnel 
Mrs. Ronge, winner of third place this year special ment s ide below i] 
ind an old-timer in these competitions, sub ber of unusually fine specimens 
mitted the most “petite” notes received in the We want also t el t beau 
Contest! The execution of her “hairline” des iccomp the Watert 
vriting is a marvel of hand control. The third lic High School Wate ect 
Zz i lve ©. G. A. lavalliere, has been cut We are re tre sn 
mailed t \ ir ¢ gratulatio lie ere, and had the ( t t 
spl it the FE. ( \ 
Eight-Year-Old’s Letter Included in Exhibit at wit teresting lection test papel 
E.C.T. A. Convention special r desis rt ul a t 
ritit ‘ Contest J | 
« | 1s ly nN Sspecime I notes re ( p ¢ aw ect 
ed 1 I Albert raig, ot | erpool, Eng ( A\ltoget t {, \\5 
l s 1 part t terest view t | ‘ mnie t ‘ 
ut Albert is only eight and a half yea \\ t ‘ t West 
d—the gest petitor in these « ist, Puerto | \ ' 
tests ! | s¢ W ittended the conventior the n ‘ < t 
the East Commercial Teachers’ Assoc ) (ire ‘ ‘ ee 
1 if \\ wt | iste veek ad i Op A tre ‘ thre 
tunity to se uml read the sl thand | tests i é \ 
er writt t y jy g Albert \W ( te the erat t 
ep uct t in these pages it ‘ ‘ t 
1 rea * ex ist voursel ve s by sa \) the n ( { 
tes are di it to write! Her sa et ‘ 
Id 1 elementary scl l us vy t ! i | ‘ 
i is an n r letter writing, and ligh S l ture t 
if “ 1 remarkably ie b of t! ri vet, ft ‘ ; 2 ‘ 
est sp rm . \ I that are above fl t s t 


Results of the Annual O. G. A. Contest—1933 
Individual Prize Winners 
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Winners of the School Prizes in the 1933 
‘Annual O. G. A. Contest 


Silver O. G. A. Trophy—First Prize—$100 to Teacher 


Lowell High School, Lowell, Massachusetts, Orton E. Beach, teacher 132 specimens submitted, 84 Gold Pin 
winners. Score, 87% 


Banner Winners 


Second Prize—S$50 to Teacher 


South St. Paul High School, South St. Paul, Minnesota, Marie Mahaffy, teacher. 29 specimens submitted, 
29 Gold Pin winners. Score, 82% 


Third Prize—$25 to Teachers 


Assumption College, Bangkok, Siam, Brother Rogatien, Brother Louis Gonzaga, Brother John Berchman, Mr. 
E. Nielsen, teachers. 141 specimens submitted, 56 Gold Pin winners. Score, 80% 


Next Five Prizes—Gold Medals to Teachers 


Coldwater High School, Coldwater, Michigan, Carrie Kempster, teacher. 20 specimens submitted, 19 Gold Pin 
winners. Soore, 78! 

Evanston Township High School, Evanston, Illinois, Rutheda Hunt Beardsley, teacher. 40 specimens submit 

ted, 32 Gold Pin winners. Score, 78 

St. Gabriel’s College, Samsen, Bangkok, Siam, Brother Gregorio, teacher. 32 specimens submitted, 19 Gold 
Pin winners. Score, 76 

Central High School, Santurce, Puerto Rico, Mrs. Juanita M. de Monteserin and Carmen Segarra, teachers 

59 specimens submitted, 29 Gold Pin winners. Score, 74% 
San Diego Senior High School, San Diego, California, Charles B. Read, Eulalie Hill, Ella Brown, and Mrs 
Jewel Smith, teachers. 126 specimens submitted, 54 Gold Pin winners. Score, 74% 


Honorable Mention Schools 
Teachers Awarded Gregg Pens 


St. Peter’s Commercial High School, Fort Wayne, Indiana, Sister Mary Joanette, teacher 34 specimens sub- 
mitted, 24 Gold Pin winners. Score, 73% 
Burabha College, Bangkok, Siam, Choati Huntrakul, teacher. 15 specimens sub 
Soore, 71 
Glendale Junior College, Glendale, California, Lillian E. Thompson, teacher. 17 specimens submitted, 5 Gold 
Pin winners. Score, 71 
Oklahoma Agricultural and Mechanical College, Stillwater, Oklahoma, W. Rude, teacher. 22 specimens sub- 
mitted, 15 Gold Pin winners. Score, 70% 
Tigard High School, Tigard, Oregon, Nellie E. Wesch, teacher. 23 specimens submitted, 9 Gold Pin winners 
Score, 70% 
Gray’s Business College, Portland, Maine, Maude S. Haskell and Ethel G. Jordan, teachers. 45 specimens 
submitted, 18 Gold Pin winners. Soore, 70% 


mitted, 7 Gold Pin winners. 


Harvey High School, Painesville, Ohio, Alwilda E. Anderson, teacher. 76 specimens submitted, 23 Gold Pin 
winners. Score, 69% 

St. Mary's Academy, Haileybury, Ontario, Canada, Sister Rita de Cascia, teacher. 12 specimens submitted, 6 

Gold Pin winners. Score, 69% 
Heald College, San Jose, California, George E. Pople, teacher. 25 specimens submitted, 14 Gold Pin winners. 
Score, 67% 

Humboldt College, Minneapolis, Minnesota, Mrs. J. P. Peterson, teacher. 26 specimens submitted, 11 Gold 
Pin winners. Score, 67 

Albuquerque High School, Albuquerque, New Mexico, Jean Marsh and Lillian M. Kieke, teachers. 105 

specimens submitted, 16 Gold Pin winners. Score, 66 

Marysville High School, Marysville, Kansas, Irene Creager, teacher. 56 specimens submitted, 12 Gold Pin 

winners. Score, 66% 


St. Mary’s High School, Delaware, Ohio, Sister M. Joan, teacher. 15 specimens submitted, 6 Gold Pin winners 
Score, 6642 
Las Cruces Union High School, Las Cruces, New Mexico, Mrs. D. S. Robbins, teacher. 42 specimens sub 
mitted, 7 Gold Pin winners. Score, 65% 
Roseville Township High School, Roseville, Illinois, Florence Harper, teacher. 18 specimens submitted, 4 Gold 
Pin winners. Score, 64% 








Some OG.A. Contest Winners 


Silver Cup 
Kathryn Haubrich¥ 
Wyandotte, Mich. 





Gold OGA.Charm 


Maleolm oerw a6 Sn 
Wallarey, Cheshire &ngiana 


—— 
* 


Sar Bie Place 
Diego Senior hj 


chool 
1e9°, Galif 











First Place =f 
Lowell Haigh School 


Lowell, Massaechuseits 





decond Place 


Sie] So. St. Paul HighSchoa Pe 


So. St.Paul, Minn. 





Fourth Place he 
Coldwater High School 
Coldwater, Mtlich 


Emma A Ronge 
JStlver Lavalticre 
anda Chain 
Chicago, Jilinois 
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Gold Seal Clubs 
.lTeachers Awarded Pearl O. G. A. Pin 


California Wyandotte High School, Kan New Jersey Oregon 
s City, Alta L, Haynes, High School, Linden, Viola 
High School, Canoga Park teacher McBride, teacher Union High School, Yamhill 
Rose V. McGonigle, teacher Liberty Memorial High School, Catholic High School, Red Mary Mallery, teacher 
Union High School & Junior Lawrence, Guy P. Cross, Bank, Sister Mary Robertus, 
College, Fullerton, Lillian F teacher teacher Pennsylvania 


Rivers and Freda Schmale 
W — College, Los An Practicing 0. G. A ° Copy in Far-A way Turkey a a — tes 
geles, Mrs. Fay E . Murpl ma 
D. ps Ay a yi - Poult . oe Business, 
and Vivian M. Macaulay, Seranton, Mrs. Alice T 
eachers ite dy arg: 
— he , Hi baad “Ganon . 





Connecticut : 
Puerto Rico 
High School, Caguas, A. For 
teza Barkell and Ana L. de 
Figueroa, teachers 


Catholic High School, Water 
bury, Sister St. Mary Deni 
Sister St Agne Martyr 
Sister St. Helen of Calvar 
imi Sister St Gabriel «de 
l' Addolorata, teachers 


Texas 
Sacred Heart School, El Paso, 
iv Sister M Angela Augusta, 
Hawaii teacher 
Margaret Dietz Commercial 
School, Honolulu A. Mar 
aret Dietz and Virginia 

Bush, teachers 


Washington 


High School, Kennewick, 
Rena BK. Savage, teacher 
Little Flower School, Spokane 

Sister Mary of St. Clemen 








Wiss Fletcher and her American Academy Girls 


Idaho tine, teacher 


Massachusetts Nebraska : 
~— School, Boise, Ida B H isconsin 
irsl teacher . : . 
Thibode au Bu ine as ollege = School, Crawford, Cleo Wie Getest. Bencer Bee 
. " Fall anes, Blanche ourney, teacher Irma Barkhausen, teacher 
Illinois Gendreau, teacher ‘ Lutheran High School, Mil 
, ° waukee, Irma L. Boettcher 
> 299 ‘ . , 
Township High Sehool, Car Michigan New Hampshire teacher 
Alma Lee Puckett, teacher Messmer High School, 
Menlo gh Schoo jales ol a ichoo *heste Milwaukee, Sister } 
nior Hi h School, Gal Western High School, Detroit, Holy Rosary School, Rochester, filwaukee, Sister Mary 
burg, Frances L. Moser, Dora H. Pitt teacher Sister M. 8S. Jeanne de Herman, teacher 
Martha M. Hood, and > Reims, teacher Waupun High School, Wau 
Thelma M. Herter, teacher pun, Helen Weirich, 
Community High School Minnesota teacher 
Marengo, Mrs. Genevieve New York 
Muceber, teacher Junior College, Rochester, Foreign 
Ming Voelke teache 
K —— High School, Hudson, Mrs Gregg Shorthand School 
ansas Geraldine W. Holden, Tientsin, N. China, Mrs 
Montana teacher Grace E. Norman, teacher 
Argentine High School, Kar Immaculate Conception School, American Academy for Girls 
as City, G. C trink Hich School, Stanford, Nedra New York, Sister Patrocla, Istanbul, Turkey, Katharine 
te her Waite, teacher teacher 0. Fletcher. teacher 
ry x . , >: 
Teachers Awarded Emerald O. G. A. Pin 
California Canal Zone Illinois High School, Riverton, Lucille 


Mieher, teacher 
Community High School, 


High School, Chino, Wilma St. Mary's Academy, Cristo Reed-Custer Township High 

J. Appleton, teacher bal, Sister M. Aquilina School, Braidwood, Edith Rosiclare, Amelia K. Wer 
Technical High School, teacher Peterson, teacher ner, teacher 

Fresno, Ethel MeCormack, Alvernia High School, Chi Community High School, St 


each . . ’ . cage Siete “lemens Anne, Alice M. Pannwitt, 
I : Ht h School, Lodi District of C olumbia Si: " r " "? - ae — teacher 
nion «hoo adi, : £ araciita, an 
. Community High School 





Mrs teulal burre — " Sister M he la Salle, 
cans he > eee oa ; on rodney . - teachers ' “e She ldor Alma I. Laird 
San Jose College of Com athanesin. teacher Community High School, teacher ; ; 
nerce, San Jose, Mrs Cachinaten, teen tel Geneva, Lillian B, Sweet High School, Urbana, Sarah 
Muriel T. Amey, teacher lege. Washington. Minnie teacher i. Fisher, tea her 
Tamalpais High School : Pesca =~ = Sa ns a ee Community High School 
Sausalito, Mrs. Emma M Sister Mary Juliana, teache f . oe, an S Wale 
Taylor, teacher - High School, Marseilles wesnees 
Hawaii Bessie A. Green, teacher lowa 
Canada Lahainaluna Technical High Illinois State Normal Univer Central High School. Sioux 
School. Lehains. Grace sity, Normal, Alta J. Day, City. Bina Mae Traxler 
Mount St. Vincent Academy Runyan, teacher teacher Alice Beemer, Harriet 
Halifax, Nova Scotia High School, Lihue, Kaual, University High School, Nor Waechter, and Lillian 


Sister M. Assisium, teacher Maxine Wa!ter teacher mal, Mary D. Webb, teacher Kessler, teachers 
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Kansas i I ‘ Institute N D High & ! r M 
Detr M 1. A. Wa H a, 8 M " H. « 
n, teacher \ act 
Wyandotte High School, — Hich School, Ecorse. C. H St oh High S ’ Se ort Isat 
Kansas City, Lavina } Peterson and Mildred I s r M. M ‘ 
Dille, teacher ae sanct ‘ " 
ie aw High Sel “a N » A : Puerto Rico 
1 . ‘ 4 ‘ rud M on i i 
Maine wee the - ~ , 
\ ? 
H School, Houlton, R a 3 s 
> Bek eMon teaches Montana # 7 
ellan che . oi 
‘ " South Dakota 
! \ High § 
— ! tT s WW 
Vassachusetts B Louise Kella an . s School, Lead, Nina } 
teacher eter ‘ 
er 
High School, Marblehead , m . 
Erold B. Beach, teacher Nebraska : } 
St. Ann’s Academy, Mar Oregon \ t 
bore, Sister M. Bugene de South Hig s “ Omat 
Jesus, teache A . H nd Mr I I ~ WW 
7. ishington 
Our Lady of Perpetual Hely ‘ e M. Schro teact Tort! Sist M . . 
High School, Roxbur St A 
" ‘ " 4 Ka 
Siste Ma Patrick ea r N ew Jersey Hich S . Sa ' . \ 
ul tl t } 
Michigan St. Peter's Commercial H 
s Ss Newart Sister M . HW isconsin 
Sa teacher Pennsylvania 
H School, Allega Thelma ' ' 
Hart Wabher te er Ohio ‘ H  Siotiee ' ul 
Northern High School, Dx rist Sister 7 ‘ ‘ 
treit, Elear Skimir I t High Sel ! Akrow el nd Sist M ul “I ‘ ' N\ 
teacher Martha M. Dodge. teachx ’ nie 
’ y 
Red Seal Clubs 
7 . - en o > ’ . . > 
Teachers Awarded Gold and Enamel O. G. A. Pin 
I merican Samoa 4 . Colorado 
Ma B ~ a 
I i Fred H vy. 7 
+“ SOODe 
ane ke 
1 TT a 
California 
OGRA = 
I 0 la I H - 
Sc hox I : I 
Heln i Connecticut 
Unten Hizh School, El Mes qm went 
Emma I I r t “ I 
Union High School, 1 r ~ s > 
Alice V. Hans tea 
Warhington | Higt ! i 
Schoo Fr t M \ I i 
x ' M ) H bh Sechux I HW " | ‘ 
High School, Gard Ad ‘ Rot Ww. M ! A A 
I Perr t . , ( < 
Union Hich S - Hanford “— Hich & H “ ‘ 
nge Gert fe ‘ Sicter 
Martine 
fartine I ' Canada Mt 
H Sehe h i 
\ : Ss A His S I ! 4 
- ‘ ; Ange ~ M. Cla ‘ Se how , 
Lone Beach I nie Higt : , N . ‘ 
Sch I He Mert I'nien High Sel 0 ‘ > , 
Davis, Ett A. Seott, Je - = Sel 7 
sa 4 
Wya M Eff M Hich School. I na. O - . j i 
Cullough, Mrs. Margaret D —_ Clark - ‘ew | 
MacIntosh, Alma Sch pate Ru Coll 
Cert 1 Bu move and San D ‘ H T e ‘ 
M He each - New 1 I I 
Belmont High School, I ‘ Polytechnical ¢ ‘ Delaware 
Angele Maude Boice and ege, San Franci M 
Pauline E. Herring, teacher erite M. Smith, teach St. M'cha Acad rT ‘ “ 
Fremont Hit , ’ s s Barbara Busi ( ‘ ' N B ‘ nw 
Ar | ‘ le A Taf ege, Santa Bart 1». M = Bur , " 
solielie ‘ E. Anderson, teact W : ’ ' M 
Paes . es Lassen Union High Sch mn —- , 
) nv ‘ Mr A ler WW “I 
Angele Eve ly Sh ha » l 
und M E. Good Hich School, Torrar Jessie District of Columbia 
teache E. Weaver, teacher Canal Zone 
Manual Arts High Scho Union High School and J H . “ 
I Angeles, Alice 8 College, Visalia, Mrs. Inc High School, ¢ EM. I 


Maile, teacher Crow, teacher r. Patterson, tea 





Florida 


Tampa Business College, 
Tampa, Gladys Cantrell, 
teacher 


Georgia 


Spalding High School, 
Griffn, Clara Mae Cowart, 
teacher 


Hawaii 


St. Joseph School, Hilo, Sister 
M. Sylvester, teacher 


Idaho 


Boise Business University, 
Roise, E. Jean Lucas, 
teacher 


Illinois 


Township High School, Bell- 
flower, Elizabeth Bailey, 
teacher 

High School, Cairo, Laurel 
Harris, teacher 

Thornton Fractional Township 
High School, Calumet City, 
Helen D. McEncroe, teacher 

Community High School, 
Carlinville, Laura K. 
Eldred, teacher 

High School, Chebanse, E. 

L. Haag, teacher 

St. Augustine School, Chi- 
cago, Sister M. Elfrida, 
teacher 

St. Barbara School, Chicago, 
Sister M. Laura and Sister 
M. Luella, teachers 

St. Benedict School, Chicago, 
Sister M. Ares, teacher 

St. Casimir Academy, Chi- 
cago, Sister M. Viatora and 
Sister M. Adorata, teachers 

St. Clement's Commercial 
High School, Chicago, 
Sister M. Francella, Sister 
M. Bonavita, and Sister 
M. Angela, teachers 

St. Joseph Commercial School, 
Chicago, Sister Maura, 
teacher 

St. Martin School, Chicago, 
Sister M. Therese, teacher 


St. Philomena School, Chi 
cago, Sister M. Hermene- 
gild, teacher 


Township High School, Diver- 
non, Jane Fleeman, teacher 

Township High School, El 
Paso, William T. Elliott, 
teacher 

Community High School, 


Fisher, Helen Asbury, 
teacher 

High School, Freeport, Clara 
E. Gramse and Gladys 
Teske, teachers 

High School, Huntley, Han- 
nah Martin, teacher 

High School, Kincaid, Mabel 


Kurth, teacher 

Empire Township High School, 
Le Roy, Marian E. Horn, 
teacher 

High School, Lewistown, Ver- 
delle M. Askvig, teacher 

High School, Minonk, Mrs. 
Alma Ioerger, teacher 

Township High School, Pana, 
Helen G. O'Loughlin, 
teacher 

Academy of Our Lady, 
Peoria, Sister Anna Ade- 
laide, teacher 
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St. Joseph School, Peru, 
Sister M. Petronia, teacher 

Township High School, 

« Pleasant Plains, Maurine 
Kemp, teacher 

Township High School, Robin- 
son, Verna M. Hamrick, 
teacher 

Hononegah High School, 
Rockton, Isadore Adele 


Munger, teacher 

Township High School, 
Savanna, Myrtle Rose, 
teacher 

Brown's Business College, 
Springfield, Nell A. Plain, 
teacher 


\ 


} , vy é 


a: 
Owatonna High School 
Owatonna Minnesota 


High School, Villa Grove, 
Grace Speers, teacher 
Community High School, 
West Chicago, Henrietta 

Luecke, teacher 


Indiana 


Anthony Wayne Institute, 
Fort Wayne, Lena A. 
Sawdey, teacher 

Emerson School, Gary, Miss 
D. Rowe, teacher 

Linton-Stockton High School, 
Linton, Mary Edith Klink, 
teacher 

St. Paul’s High School, 


Marion, Sister M. Gerard 
teacher 
St. Charles School, Peru, 


Sister Mary Angelica, 
teacher 


lowa 


Senior High School, Ames, 
Madalene Canvin, teacher 

High School, Charles City, 
Ruth Corbin, teacher 

Jefferson High School, Coun- 
cil Bluffs, Lucile Winter, 
teacher 

University of Commerce, 
Moines, Sara Bramson, 
teacher 

High School, Elgin, Mary 
Frances Hoyt, teacher 

High School, Estherville, 
Susan C. Petersen, teacher 

High School, Harlan, Bertha 
Tindal, teacher 

High School, Mason City, 
Gladys E. Price and Myrtle 
Albert, teachers 

St. Joseph School, Mason 
City, Sister Mary Estelle, 
teacher 

High School, Shenandoah, L. 
F. Reynard, teacher 

High School, Sibley, Lorna 
Stewart, teacher 


Des 





High School, Spencer, Martha 
L. Norstrum, teacher 


Kansas 


Washington Rural High 
School, Bethel, E. Ruth 
Anderson, teacher 

Wyandotte High School, 
Kansas City, Inez M. 
MacKinnon, teacher 

St. John Memorial High 
School, Olathe, Jennie B. 
Parker, teacher 

Senior High School, Pitts- 
burg, Anna D. Costello, 
teacher 

Washington High School, 
Salina, Florence McCall, 
teacher 


Maine 


Cony High School, 
Mrs. Maurice C 


Augusta, 
Varney, 


teacher 
Lawrence High School, Fair- 
Soule, 


field, Doris A. 
teacher 





Northeastern Business College, 
Portland, Leona E. Heath 
and Sadie E. Davis, 
teachers 

High School, Portland, 
Esther E. Johnson, teacher 

High School, St. Agatha, 
Sister Elizabeth, teacher 

Sacred Heart High School, 
Van Buren, Sister M. 
William, teacher 

High School, Woodland, Miss 
A. Kirkpatrick, teacher 


Maryland 


Strayer-Bryant & Stratton 
College, Baltimore, Kath- 
erine Snyder, Mrs. Elsie 
Katherine Dentry, and Sue 
C. Devereaux, teachers 

High School, Frederick, Helen 
Anderson, teacher 

Beall High School, Frost- 
burg, T. E. Dorn, Jr., 
teacher 

High School, Glen Burnie, 
Mildred Cromwell, teacher 


Massachusetts 


St. Margaret's School, Dor- 
chester, Sisters of Charity, 
teachers. 

The High School, Gloucester, 
Marion F. Woodruff, teacher 

Precious Blood School, 
Holyoke, Sister Mary 
Edmond, teacher 

St. Louls Academy, Lowell, 
Sister Madeleine and Sister 
Ludivine, teachers 
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Senior High School, Mans- 
field, Gertrude F. Olsen, 
teacher 

High School, Merrimac, 
Jeanne M. Dosols, teacher 

Notre Dame School, North 
Adams, Sister M.-Camille- 
of -the-Cross, teacher 

Immaculate Conception High 
School, Revere, Sister 
Mary Marguerite, teacher 

St. Joseph's High School, 
Roxbury, Sister Catherine 
Mary, teacher 

St. Mary's Commercial 
School, Salem, Sister 
Catherine Josephine, teacher 

Stentype Club, Sharon, M. 
Esther Curley, teacher 

Holy Family School, Worces 
ter, Sister Mary of Beth- 
lehem, teacher 


Michigan 


St. Anne’s School, Alpena, 
Sister M. Rosalina, 
teacher 

Hamilton Business College, 
Ann Arbor, Lorene Smith 
Jandy, teacher 

High School, Buchanan, 
Dorothea L. Chandler, 
teacher 

High School, Ishpeming, 
Ebba Eklund, teacher 

Greenland Township High 
School, Mass, Louise M 
Kerkes, teacher 

High School, Ontonagon, 
Lilah Draxten, teacher 

Central High School, South 
Haven, Bernice Rasmussen, 
teacher 


Minnesota 


High School, Albert Lea, 
Iva Loy, teacher 

High School, Aurora, Edith 
M. Flinn, teacher 

Hughes High School, 
A. Hildegarde Erstad, 
teacher 

High School, Columbia 
Heights, Mabel A. Peterson 
and Constance Lynskey, 
teachers 

Girls’ Cathedral High School, 
Duluth, Sister M. Em- 
manuel, teacher 

Memorial High School, Ely, 
Clara Melver, teacher 

High School, Kenyon, Carina 
Gulbrandson, teacher 

High School, Madison, Grace 
Van Arnam, teacher 

Good Counsel Academy, 
Mankato, Sister M. J. 
Calasanctia, teacher 

St. Margaret’s Academy, 
Sister M. Hubert, teacher 

High School, Mound, E. L. 
Allen, teacher 

Senior High School, Mountain 
Iron, Effie A. Ekberg, 
teacher 

High School, Northfield. 
Naomi Larson, teacher 

High School, Owatonna, 
Merle D. Allen, teacher 

Technical High School, St. 
Cloud, Mary A. Almeter, 
teacher 

Cable's Secretarial School for 
Girls, St. Paul, Phyllis 
Porter and Mrs. Grace 
Cable, teachers 

Humboldt High School, St. 
Paul, Anna G. Ryan, 
teacher 

(Continued on page 534) 
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June Test Material 


[All clubs of test papers should be accompanied by a typewritten list of names t 
od as membership tests unti 


accuracy in making out certificates 


O. G. A. Writing Test 


This is a test of your ability to write shorthand 
smoothly, fluently, and correctly. It can be written 
by any student who has completed the first eight chap- 
ters of the Manual. Before submitting it for the 
Certificate of Membership in the Order of Gregg 
Artists, practice this test as often as you like, and 
until you have produced a copy in your best writing 
style. Ask your teacher to criticize your notes as 
you practice. 


There is a great tree in Sussex, whose cloud 
of thin foliage floats high in the summer air. 
The thrush sings in it, and blackbirds, which 
fill the late, decorative sunshine with a shim- 
mer of golden sound. There the wren finds 
her green cloister; and on those branches 
sometimes, like a great fruit, hangs the lemon- 
tinted Moon. In the glare 
of summer, when all the 
world is faint with heat, 
there is always a breeze in 


June copy ts ¢ 


A VACATION STUNT 


expedite checking and insure 
September 25, 1933.) 


letter and enclosure, supplying letterhead showing name, 
address, and telephone number of the sender, and 
name and address of addressee. Sign your own name 
as District Manager. This copy affords an opportunity 
for effective use of ditto marks. 


Paper prices are going up soon. Why not 
take advantage of our special sales at very low 
You realize, no doubt, that there is great 
saving by buying in quantity. Look at the 
lew prices quoted here and you will agre 
with me that it is worth while to give us a 


cost. 


call. (32 Reams to a Bundle. 64 Reams to 2 
Bundles) White Bond Paper # 16—1 Bdle 
@ 32¢ per Ream. 2 Bdles. @ 30¢ per Ream. 


White Mimeograph ¢ 16—Laid Marked—1 
Bdle. @ 36¢ per Ream. 2 Bdles. @ 34¢ pet 
Ream. Onion Skins, White—High Grade Qual 
10M Sheets, 70¢ per M. 20M @ 65¢ per M 
Onion Skins, All Colors 

10M Sheets, 80¢ per M. 
20M @ 75¢ per M. White 


Bond Scratch Pads, 3x5—50 


these cool recesses, alw ays “Recent public controversy over the ] eaves 1 Gr a $] 10 ] M. 
a noise, like the noise of ten most beautiful words in the dic- $6.75: 4x6—50 Leaves—] 
water, among its lightly- tionary started me off,” writes a . rer IM $11.00 
hung leaves ; Massachusetts reader, “on selecting UT » M, 4 . : 
5 ew : the ten most beautiful words in 5x8 SO Leaves Ll Ge. 
But the owner of this Gregg Shorthand. Each outline has $3751M. $16.00 Legal 
Tree lives in London, read- its peculiar rhythm, balance, and all 4 ws Shae or? ee 
suggestiveness. rulc Pads Sx12% OU 
ing books. “Perhaps your taste differs from Sheets Each—One Gross, 
mine?” $6.00. Steno Notebooks for 
We wonder! What would you Pen & Pencil—60 Pages 


O. A. 7. Typing Test 


say were your ten favorite outlines? 
Let’s have a vote, and see how near 


IGr., $4.20; 2 Gr., $3.60 per 


: we come to Mr. Stier's list. We will Gr. File Folders, Lettet 
Junior Test publish the yesulte of the poll in Size—75¢ per 100; $6.50 
eptember. , 
2 ? per M. Index Cards, White, 
Anyone studying typewriting 38¢ M in 32M Lot : 36¢ M 
in school or by himself may try n 64M |] 
the plain copy test for the Junior — ! , At. On quantities 
Certificate. We have been supplying the copy for you larger than above quoted, we can give you 
so far this year. Suppose, for June, you make your special prices. We are awaiting the oppor- 
own selection—an article, letter, or poem of about v 
250 words—and practice writing the matter until you tunity to serve you District Manager You 
are satisfied you have the best page you are able to Can't Lose by Saving 
type to submit as your test. ; 
That selection from the Prelude to “The Vision of 
Sir Launfal,”’ suggests itself to us at the moment, but Part Il 
you are free to choose for yourselves— 
, . . ‘ SAVE Buy Your Office Paper Supplie s 
And what is so rare as a day in June! from Paper Specialists. SAVE—Below Are 


Then, if ever, come perfect days; 
Then Heaven tries earth if it be in tune, 

And over it softly her warm ear lays: 
Whether we look, or whether we listen, 

We hear life murmur, and see it glisten; 
Every clod feels a stir of might 

An instinct within it that reaches and 

towers, 

And, groping blindly above it for light, 
Climbs to a soul in grass and flowers. 
etc. 

Copy at least 24 lines) 


Senior Test 


This test is for the advanced typing students who al- 
ready hold their Junior O. A. T. Certificates and have 
passed the Competent Typist Speed Test at 40 words a 
minute. Arrange the following in the form of a business 


Few of Our Items Offered to You at 
Manila Second Sheets, 71¢ 
White Bond Paper, 2 16, 
34¢ for 500 sheets; White Mimeograph, 2 16, 
40¢ for 500 Onion Skins, White 

Very Fine Quality, 75¢ for 1,000 sheets; 
Skins, All Colors, 85¢ for 1,000 sheets; 
Bond Scratch Pads, 3x5—50 Leaves 

doz.; 4x6—50 Leaves—18¢ per doz.; 5x8—50 
Leaves—33¢ per doz; Legal Rule Pads 

8x12%—Canary—50 Sheets Each—59¢ pet 
doz.; Steno Notebooks for Pen and Pencil 

60 Pages Each—40¢ per doz.; File Folders, 
Letter Size—75¢ per 100; Index Cards, White 
-~3x5—Plain or Ruled—45¢ per 1,000; Carbon 
Paper, Black, Standard Weight—95¢ per 
Box; Ribbons, All Makes—45¢ Each. (Name 


and address.) 


lust a 
| Ow Cost Prices . 
for 500 sheets; 


sheets: 
(Jmon 
Whit 
10¢ net 
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June Competent Typist Test 


Use double spacing in typing this test 


To find the gross number of words you write, divide gross number of strokes + 5; then deduct 10 words 
for each error to get net words written. Each 200 strokes is indicated by a lighter letter and an accompanying 
figure to facilitate counting the gross number of strokes written.) 


Every living thing which is really worth the knowing has a 
secret in it which can be known only to a few. The forms and 
methods of things lie open to whoever chooses to study them, but 
the essential’ lives of things are hidden away where some special 
sympathy must find them. We can all recognize how true this is 
of men. A certain shrewd observation of mankind soon lets us into 
the ordinary laws’ of human working. A careful watching of any 
fellow man soon lets us understand his laws, and we can say pretty 
surely how he will act in any certain circumstances; but behind all 
such shrewd observations’ and all that they discover there is 
something that every man holds back from us; and the more of a 
man he is, the more conscious we are of this reserve. It is this 
secret of men that gives them‘ their interest. They are not mere 
machines whose mechanism you can completely master. The man 
is in behind and deeper than his actions. Many a man’s actions you 
comprehend, but only with a very few’ do you feel that you have 
really got hold of the secret of the man. You know the outside of 
a hundred houses in town, but only of your own and one or two 
others do you know the inner chambers. 

The® more of a man a man is, the more secret is the secret of 
his life, and the more plain and frank are its external workings. A 
small and shallow man tries to throw a mystery about the mere 
methods of his’ life, he tries to make his ways of living seem 


obscure. Where he goes, how he makes his fortune, whom he talks 


with, what his words mean, who his friends are—he is very 
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mysterious about all these,* and all because the secret of his life is 
really weak, because he is conscious that there is no really strong 
purpose of living which he himself understands. It is a shallow 
pool which muddies its’ surface to make itself look deep. But a 
greater man will be perfectly frank and unmysterious about these 
little things. Anybody may know what he does and where he goes. 
His acts will be transparent,'” his words will be intelligible. Yet all 
the while everyone who looks at him will see that there is 
something behind all, which escapes the closest observation. The 
very clearness of the surface will'’ show how deep the water is, 
how far away the bottom lies. There is hardly a better way to tell 
a great man from a little one. 

Whether we can discover such a secret of life in other men or 
not, every’ one is more or less aware of it in himself. We all know 
how little other people know about us. The common saying that 
other people know us better than we know ourselves is only very 
superficially’’ true. They do see certain tricks in us which we are 
not aware of; they do see the absurdities of some of our behavior 
which we think is dignified; but, if we are at all thoughtful and 
self-observant,'* they do not get at the secret of our life as we know 
it. They do not know the mainspring, the master-motive, as we do 
who feel it slowly unwinding and moving all the mechanism. It 
often arms us and” puts vigor in us to be sure of this. Our light 
behavior may be regulated by a reference to men’s superior 
knowledge of it, but no man can live strongly who is not sure that 
after all he understands”® himself better than any other man can 
understand him. His own conscience, his own consciousness he 
must not despise. He is only a miserable weathercock if he does. 


(3365 strokes)—Phillips Brooks. 
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(Continued from page 530) Junior-Senior High School, 
Princeton, A. Myrtle 


Sacred Heart School, St 
Paul, Sister Mary Rosita, Hensor, teacher 
teacher St. Dorothy School, Wicka- 
St. Agnes School, St. Paul, tunk, Sister Mary of St 
Sister Mary Alphonse, Linus, teacher 
teacher 
Stillwater High School, Still- New York 


water, Pauline Wendt, 
teacher Central High School, Averill 
High School, Wayzata, Adelle Park, Dorothy H. England, 
teacher 


Jarchow, teacher 
High School, Willmar, Edith 
M. Johnson, teacher 


Missouri 


High School, Brookfield, M 
Avonelle Venable, teacher 
High School, Chillicothe, 
Alice Lawler, teacher 
Immaculate Conception High 
Sisters 


School, Hannibal, 

of St. Joseph, teachers a "Fe 
K. C. College of Commerce, 

Kansas City, Mrs. Ermal ae 

H. Tucker, teacher co , a 


High School, Lancaster, Elsie 
Deutschmann, teacher 

High School, Macon, Bertha 
Roseberry, teacher 

Senior High School, Maple- 
wood, Elsa Brase, teacher 

High School, Monroe City, 
Ruth Greear, teacher 

Hadley Vocational School, St. 
Louis, L. H. Diekroeger, . 
teacher 4 

St. Alphonsus High School, 
St. Louls, Sister M 
Remigta, teacher 

St. Mark’s High School, St 
Louls, Sister M. Victoire, 
teacher 


ik are 
a 


m 4 


~—— 


(FX 
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Montana 
Powell County High School, 
Deer Lodge, Vera 
Habenicht and Jessica 
Stevenson, teachers 
St. Mary’s of the Mount, 
Helena, Sister M. of St. 
Margaret, teacher 


Nebraska 


High School, Creighton, 
Walter L. Naiman, teacher 

Sacred Heart High School, 
Greeley, Sister M. Clare, 
teacher 

Nebraska State Teachers > = 
College, Kearney, Mildred og 
M. Payne, teacher 

High School, Mitchell, Mati 
wan J. Anderbery, teacher 

High School, Neligh, Mildred 
I. Olson, teacher 

Cathedral High School, 
Omaha, Sister M. Georgina, 
teacher 


nn — 


a 


attduieae) \glar 


oa cm— >. 


ae. 
—— 
Sa aka 


tal 
9 
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Nevada 


High School, Las Vegas, 
Helen B. Haines, teacher 


New Jersey 


St. Ann’s School, Buffalo, 
Sister Mary Carola, teacher 

Y. W. C. A. Secretarial 
School, Buffalo, Marguerite 
K. Emmerling, teacher 

St. Joseph School, Cohoes, 
Sister M. Leocadia of Jesus, 
teacher 

High School, Cortland, Arleeta 
K. Johnson, teacher 


Blessed Sacrament Commer- 
clal, Newark, Sister Mary 
Alacoque and Sister Mar- 
guerite Francis, teachers 

Coleman Business College, 
Newark, Mrs. Edith I. 
Shaw, teacher 

St. James School, Newark, 
Sister Agnes Perpetua, 
teacher 


~~ 
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High School, Hamburg, Cora 
Bazzel, teacher 

St. Anthony's School, New 
York, Sister M. Josita, 
teacher 

High School, Poughkeepsie, 
Mildred Stephens, teacher 

St. Mary’s Commercial, 
Rochester, Sister Mary 
Pauline, teacher 

High School, Southampton, 
Inez Siddons, teacher 


Plate for the April 
O. G. A. Test 


ee or a 4 
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ait: wit 
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High School of Commerce, 
Yonkers, Cynthia R. Gushee 
and Gertrude Keep, teach- 
ers 


New Mexico 


Loretto Academy, Santa Fe, 
Sister Charles Therese, 
teacher 


we 
Cc. 





June, 1933 


North Carolina 


Balls Creek School, Newton, 
David Hartzell, teacher 


North Dakota 


High School, Bismarck, Mrs 
Juanita M. Edick, teacher 

St. Mary's High School, 
Bismarck, Sister Corda, 
teacher 

High School, Carrington, Mae 
Henning, teacher 

Devils Lake High School, 
Devils Lake, Margaret M. 
Dunn, teacher 

St. Mary’s High School, 
New England, Sister M. 
Edith, teacher 


Ohio 


North High School, Akron, 
Catherine Wilkinson, teacher 

State College, Bowling Green, 
Nellie A. Ogle, teacher 

Notre Dame High School, 
Cincinnati, Sister Louise 
Joseph, teacher 

Sacred Heart Commercial 
School, Columbus, Sister 
M. Ida, teacher 

Shore High School, Euclid, 
Louise Darst, teacher 

St. Paul's High School, 
Norwalk, Sister Mary 
Paterna, teacher 

Regina High School, Norwood 
Sister Mary Delphine and 
Sister Mary Maxilinda, 
teachers 

High School, Port Clinton, 
Olive Moore, teacher 

High School, Radnor, Essa 
Vera Willison, teacher 

High School, Smithville, 
Helen Ewing, teacher 


Oklahoma 


High School, Ardmore, Pearl 
Rutherford, teacher 

High School, Garber, Muriel 
Koger, teacher 

Senior High School, Still- 
water, Mrs. Florence 
Lackey, teacher 


Oregon 


Union High School, Estacada, 
Olga A. Samuelson, teacher 

Pacific Business University, 
Portland, Mary E. Moore, 
teacher 

High School, The Dalles, 
Mrs. Grace F. Hathaway, 
teacher 

High School, Tillamook, 
Florence Scott, teacher 


Pennsylvania 


Altoona School for Secretaries, 
Altoona, B. J. Beebe, 
teacher 

High School, Altoona, Sarah 
E. Duncan, teacher 

Senior High School, Am- 
bridge, John J. Manganella, 
Madelyn Miller, teachers 

Catholic High School, Beth- 
lehem, Sister M. Catharine 
Anita, teacher 

High School, Franklin, 
Elizabeth McIntosh, teacher 

St. Vincent’s Commercial 
School, Germantown, Sister 
Clara Vincent, teacher 


(Continued on page 538) 
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Style Studies for Stenographers 


By E. Lillian Hutchinson 


Assistant Editor, The Gregg Publishing Company, New York City 


Continued from 


the May issue) 


The Dash and Other Miscellaneous Marks of 


_ 
Punctuation 
HE dash has been called the mark of Mr. Evans—shall we call him friend or 
. I ?_ sugges ‘ ge 
ignorance in  punctuation—when a Cuan iggested the change 


writer does not know how to punctuate, 
he uses a dash. In reality, however, the dash is 
a very useful mark, and satisfies demands that 
On the 
striking two 


no other punctuation mark can satisfy 
typewriter, the dash is made by 
hyphens; no before, after, or 


space appears 


between the hyphens. 
For Parenthetical Expressions 


Dashes may be used, in pairs, to enclose 
parenthetical matter. 
has three methods of punctuating such expres- 
sions: (1) 4 


The stenographer thus 


by commas, (2) by parentheses, 
(3) by dashes. 

Reread the 
article in the May 
tween the use of the comma and the paren 
thesis for enclosing explanatory matter. 

If the nature of the parenthetical matter is 
midway in thought 
the types mentioned there, and especially if it 
contains within itself, 
preferable. 


section on Parentheses in the 


issue for distinctions be- 


separateness of between 


commas dashes are 


forget the 
month—-we opened a branch in France 

If we were offering you just a course in 
salesmanship 


Sometime last year—-I exact 


even an unusually good one 

and at an unusually good price—it would 

not be surprising if you did not adopt it 

When the time comes to take up this mat 

ter—say, for example, at the end of the 
oon 


week—-we'll have a conference 


The commonest mistake made by 
raphers in using the dash parenthetically is 
to omit the closing dash, substituting, instead, 
a comma, a colon, or a semicolon. Like paren- 
theses, quotation marks, and parenthetical com- 
mas, dashes come in pairs. The only marks 
that can take the place of the second dash are 
the marks used at the end of a sentence—the 
period, exclamation point, and interrogation 
point. (This last illustrates this 
point. ) 

However, an exclamation point or an inter- 
rogation point may be used with the second 
dash, if the parenthetical element itself re- 
quires these points: 


stenog- 


sentence 


If walls could speak thought! 


we'd hear many an interesting tale 


perish the 


Replacing “Namely,” etc. 


a colon in 
illustra 
word or 


The dash is often used instead of 
introducing 
tions, etc., 


enumerations of items, 


where the introductory 


phrase is implied: 


The expenditure of the appropriation is left 
to the officers making up the committee 
the president, the secretary and~=s the 
treasurer 

In a promissory note there ire tw parties 


the maker and the payee 


Courtesy is like necessary 


to prevent friction 


This use of the dash is especially common 
letters, for enumerating advantages 
and qualities of articles: 


in sales 


Probably you've already heard something 
about this new encyclopedia—about its 
great practical value ts magnificent illus 
trations, its compactness, et« 


Unusually fine quality rich colorings; smart, 
new designs; correct tailoring 

A beauty “pick-up"’—to revive 
to freshen up, 


centuate 


jaded spirits, 
to banish fatigue, to ac 


cleanliness. and t 


) maintain an 
immaculate person. 


Note that the choice between a colon and 
a dash is often a matter of appearance (a colon 
looks better—is more compact). Some employ- 
ers prefer the informal dash, however, and the 
stenographer should, of follow 
preferences. 

In sales letters, a recent tendency has been 
to introduce a series of dots (usually three) 
in places where dashes might ordinarily be 
expected, making each clause, word, or phrase 
so separated stand out vividly: 


course, such 


a crafts 
done in the inimita 


Each lamp is a thing of beauty 
man’s masterpiece 
ble manner of the Orient characters 


and objects borrowed from antiquity 


Summarizing Preceding Particulars 


The dash is used before a word that sums 
up preceding particulars: 
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Loyalty, enthusiasm, open-mindedness—these 
are the qualities we demand in our 
employees S 

Loss of home, loss of pésition, loss of sav 


ings--all seemed to come at once 

When you have opened your mail, distributed 
it, taken care of leftover matters, and 
scheduled the day's work—when you have 
done all this, then we'll start organizing 


the new campaigr 
Showing an Abrupt Break 


\ dash is used when a sentence is abruptly 


broken off before its completion 


’ 


If that fountain pen leaks-——-but who said it 
leaked anyway 

Now as to accuracy in figures—it hardly 

does it 


seems necessary to discuss this 

This use of the dash will not occur very 
frequently in business letters, as the dictator 
will make his letters complete. In reports of 
conversations or speeches, however, it occurs 





often. 
In Afterthought 


When a clause that is not a part of the sen 
tence is “tacked on” as an afterthought, it 
should be set off by a dash: 


We were not certain of his record—we had 


1 vague remembrance of something un 


pleasant about it 
Repetition 


Words or phrases are often repeated for 
emphasis. They may be set off by a dash 


His report was very satisfactory very satis 
factory indeed 

He acts like a child a child that is afraid 
of the dark 

The important element of success is econ 


omy—economy of time and of money 


Vote: Again, some authorities would use a 
colon instead of the dash in the last two cases 


Hesitancy 


The dash is used to represent hesitancy, 
faltering speech, or stammering. This is an 
other use of the dash that the stenographer 
will meet only in transcribing notes of speeches 
or meetings. 

Well—I hardly think s I'm not sure—no 


I can’t do it 


Three dots are sometimes substituted for 
the dash in such cases: 


a Bede & . think I remember. 
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Omissions 


A long dash (three or four hyphens) is used 


to indicate the omission ¢ 


words that it 1s undesirable 
in confidential corresponden 


Miss M of the G 
tells me that they plar 
year as usual 

In the year 18—, in the 


at S , one of the gt 


Use the hyphen to expre 


figures in such cases as 


words or parts ol 


to print in full, as 


( 


~ 


e Company 


pay a bonus this 


ining development 


at stock-swindling 


the omission ot 


Preceding Name of Author of Quotation 


\ dash should be ins 


tion and the name of the 


rted between a quota 


author or speaker, 


when they occur in the same paragraph 


Letter writing may he 


modern business-getting 


When the name of the 


led the chief of 


ts lohns 


author is not in the 


same paragraph as the quotation, but on a line 


by itself, no dash is needed, and the name 


should be set to the right 


Ability to write zg 


is a commercial asset 


value To be able to w 
triguing personal letter 
and acquaintances 


In Lists 


Often in such lists as 


aT or 1s letters 


f extraordinary 


te delightfully ir 


to your friends 


al grace highly 


Johns 


catalogues, indexes, 


or bibliographies, a long dash is used to de- 


note that the same heading applies to several 


items : 


Pickles, 


Spelling, 


consistency 


Englis 
liete 15 
Knox, James S.: 
Salesmanship and 
The Science and 


Personal Efficier \ 


siness Efficiency 


lling 


A FEW other special punctuation marks, 
symbols, and reference marks are occa- 


sionally required in typing business corre- 


spondence. These will be 
point. 


discussed at this 
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- and ink after the material has been removed 
The Brace f 


from the machine 


Che common marks are as tollow 


The bra ften used in tabula work t 
onnect tw < a that é somet! Le a \t I it} iu ced ind 
I mmol preceding a d it \ t sp wee 
' cen (4 ] 1 
ke 5 is 1 ] | ( \ “; } t i¢ . 
Yeas wade is the con est sh w tak 
XN « , 
this mark 
Answe r eser l 
There appeared 4 Not answering Dieresis ( “). These two dots are placed 
Penoarted tellers as 
x << over the second t tw idjacent vowels t 
show that each has a separate sound, as u 
AnsW 
7 operate, “reenter! ierial, nalve lt 
, , , To a ' German, this mark, called the “umlaut,’ 
Notice that the Linh I whit tre prac ’ , 
--ongy nee | dl placed over vowels in certain words; for ex 
ipphes shouk me centered against the bra ys , , 
“6 ' _ umple, Madchen, Friihling, tiber, and scho 
space will ite! ee Saved, weve ind a VAN} , ’ ' * ' 
_ While this mark may be made vy using ti 
neater appearal secured, Dy WU denting ' , 1 ‘ 
: : : iriabie line-space device, back spacing ar! 
items as subitems under the common line , : os 
striking the quotation marks, it 1s usually 
ri ppe much more satistactory t sert the two dot 


: certain vowel quantity i e and 
t inswe t ‘ } 
r to distinguish tw \ as ¢ wise ident 
R , 7 , il, as Ja (the) and (there 1 (has) and 
iraces are largely used i athematical for- , , 
ic ire € ised ~ mathematical tor a (to) In Englis \ ls the ave accent 
mulas, bur t stenographer wil it oft ‘ ' , 
ulas, bi the ste ape ip ‘ vill m tten occasionally used to i ite that a final ed 
‘ oO ty] materi ol Hs Natt ul ss she | ] 
lave = x - ite il thi nature unless 1€ should be pronouncs 1 separate is 
Is employed D i professional ma beloved.” 
Braces are als ite use legal w K, 1 
1 ss ' 1 | uie ; (sz) | ‘ mn 
such cases as the following ctcute acce ‘ BIUE 
French accent, curring 1 many t tl 
Ne \ 4 | ‘ ‘ ‘ ‘ 
w York '} French words used i ir daily vocabulary, 
( of Ne ) ‘4 lee 
( New \ a>» aye ctiie ‘ 
, Both the vra\ imi ft cul iccent ma 
W be indi ited, alter i tas! ! by back spacil 
and striking the a st pie n the lett t 
S 
he ’ cented } + 4 ‘ est a make . it It 
( . , . % is usually mu n tisfactor t nsert 
in the typewriter, the brace is ma by 
ne Vp riter, ! : rac l nad ) the wccents Be 
aligning a series of parenthesis marks, using 
the leit-curved mark if the enumerated matter Circumflexr (A This accent is used t 
, , , ind _¢ ; wel | ‘Role’ is 
appears at the right of the common line (as indicate certain vowel Role ye 
in the first illustration above), and the right haps the commonest English word cat 
curved mark if the enumerated matter appears the circumflex. Fete and table dhote a 
at the left, as in the two legal illustrations French words using this accent 
Tiuldi (- | s mar} p 1 the 
Diacritical Marks n in Spanish words when the is the 
ot? is ll 
\ few words in common use, both English 
words and words of foreign origin, to be Reference Marks 
properly written, require certain accent marks 
None of these appears on the ordinary type Reference marks, such as the asterisk (* 
writer keyboard, although they may be put on are used to direct the reader to a note, which 
by the typewriter manufacturer, who will sub is usually placed at the foot of a page, or, in 
stitute these keys for those usually bearing the a table, directly und the table tet wraphers 
fractions. Of course a company having a great who type manuscripts and reports will have 
deal of foreign correspondence would have many occasions to use these marks. A complete 
these special characters substituted. discussion of the typing technique involved 
For the occasional cases that arise in ordi will be found in “Gregg Typing,” Book II 
nary work, the stenographer may either omit page 174. 


the marks altogether, or insert them with pen In business correspondence such marks are 
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seldom used. They are used rather frequently, 
however, in advertising matter, much as a 
postscript often is used, to call attention to 
some special feature, to give patent informa- 
tion, to pronounce the name of a product, or 
to give other special information: 


To the eye, Scotch Mists* are simply smart 


all-wool overcoats. 
* Reg. U. 8S. Pat. Off. 


* with 


Newest midseason coat in rabbit's hair 
wolf. 

* Rabbit’s hair and wool 

It kills germs in 10 seconds.* 


* Based on laboratory tests 


If the typewriter being used does not con 
tain the asterisk, it may be made by striking 
capital A and then striking a small v or x 
over it. 

Reference marks should be placed after the 
without extra 


punctuation marks space. 


Symbols 


The stenographer in the usual business office 
will not have many occasions to use the va- 
rious mathematical and special symbols, except 
in special lines of business. She may occasion- 
ally need to type the more common symbols, 
as plus or minus signs, degrees, subnumerals, 
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pound signs, etc. For the method of making 
these on the ordinary typewriter, see “Gregg 
Typing,” Book I, pages 58 and 59. 


Ditto Marks 


The stenographer is often tempted, in tabu- 
lar work especially, to use ditto marks (“) 
(or even to write “do.”) to indicate repeated 
words in items. This lazy habit should be 
discouraged. A much appearance is 
obtained by repeating the items: 


neater 


Poor Earth, Age of 
a? Dimensions of 
- Population of 
as Rock history of 
Better: Earth, Age of 


Earth, Dimensions of 
Earth, Population of 
Earth, Rock history of 


It is often possible, and preferable, to make 
the repeated word a main head, indenting the 
other items as subheads: 


Earth: 
Age of 
Dimensions of 
Population of 


Rock history of 


A special discussion of the apostrophe will 
appear next fall. 


‘ 


CcO°0 
O. G. A. Contest Awards 


(Concluded from page 534) 


Pennsylvania 


Catholic High School, Lan 
easter, Sister M. Elizabeth, 
teacher 

Lebanon Business College. 
Lebanon, Emma P. Hell- 
brun, teacher 

Senior High School, North 
ampton, Madolin Tucker, 
teacher 

Welch's Business College, 

Oil City, Mrs. E. R. 
Welch, teacher 

St. Michael's Commercial 
School, Philadelphia, Sister 
M. Louls Agnes, teacher 

West Philadelphia Catholic 
Girls’ High School, Phila- 
delphia, Sister Rita and 
Sister Estelle, teachers 

High School, Pottstown, Mrs 
Violet B. Steele, teacher 

High School, Steelton, H. C 


Frey, teacher 
Haverford Township Senior 
High School, Upper Dar 


by, Lena H. Rohrer, teacher 
Hoff Business College, War- 

ren, Jessie Yulll, teacher 
High School, West Reading, 


Samuel J. Naylor, teacher 
Thompson College, York, Mrs. 
F. H. Morgart, teacher 

William Penn Senior High 
School, York, Sara V. Wertz 
and Mary J. Webster, 
teachers 


Rhode Island 


St. Xavier's Academy, Provi 
dence, Sister Mary Bernard 
and Sister Mary Alacoque, 
teachers 


South Carolina 


Limestone College, Gaffney, 
Mrs, J. C. Creech, teacher 


South Dakota 


Tyndall, Ethel 


teacher 


High School, 
E. Johnson, 


Texas 


High School, Beaumont, Grace 
K. Orrick and M. Hazel 
Miller, teachers 

Senior High School, Long- 
view, Grace P. Sudderth, 
teacher 

Jefferson High School, San 
Antonio, Lillle 8. Gohmert, 
teacher 


Utah 


Box Elder High School, 
Brigham City, Nora Ford, 
teacher 

South Cache High School, 
Hyrum, Irene Petersen, 
teacher 


Vermont 


Burlington, 
teacher 
Mary 


High School, 
Ruth Henderson, 

High School, Winooski, 
Madeiros, teacher 


Virginia 
Washington-Lee High School, 
Clarendon, Marion Smethie, 
teacher 
Holy Cross Academy, Lynch- 
burg, Sister Agnes, teacher 


High School, Warrenton, Mrs 
Watkins C. Smith, teacher 


Washington 


High School, Issaquah, Mrs 
Clara T. Bean, teacher 
High School, Kelso, Martha 
A. Smith, teacher 

West Valley High School, 
Millwood, Mrs. Hortense A 
Kelley, teacher 

Fife High School, Tacoma, 
Dulele Angus, teacher 


West Virginia 


Union High School, Ben- 
wood, Helen E. Graefe, 
teacher 

High School, Martinsburg, 
Nellie Offutt, teacher 


Wisconsin 


High School, Amery, Cecelia 
Larson, teacher 

High School, Brillion, Flora 
Miller, teacher 

McDonell Memorial High 
School, Chippewa Falls, 
Sister Mary Cassilda, 
teacher 

High School, Menomonee 
Falls, Dorothy Hummel, 
teacher 

Milton Union High School, 
Milton Junction, Ruby A 
Agnew, teacher 

Pope Pius XI School, Mil 
waukee, Sister M. Leonella, 
teacher 

High School, Mineral Point, 
Miss B. T. Burghardt, 


teacher 

High School, Pewaukee, Edith 
A. Sehrub, teacher 

High School, South Milwau- 
kee, Mrs. Myra Fielding, 
teacher 


St. Joseph's Convent and 
Academy, Stevens Point, 
Sister M. Adelicia, teacher 

Senior High School, Wausau, 
Mayme Behling, teacher 


W yoming 


High School, Evanston, Ellen 
Anderson, teacher 
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Reports and Technical Papers 


From “Business Letters: Functions, Principles, Composition” 
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The Secretary—A Study in Opposites 


Concluded from page 501) 


if he can get Mr. Roberts to call you back. Miss Barnes: O. K., Mr. Herries. (//angs 
Voice: Don't get so fresh or you may be up.) The Prince of Wales wouldn't be any 
separated from your high-class salary. This is more important, but Mr. Sam Herries—the 
Sam Herries. Cherry 9090 man who washes the windows! 
CURTAIN 


Act VA 
A Wronc ENDING 
(SCENE: Mtss Barnes seated at her machine transcribing. Mr Roperts 


at his desk reading letters and making notes on margins. He rises and takes 
letters to Miss BARNES.) 


R. ROBERTS: Please write answers to Miss Barnes: And he walked out on me 
these letters as I have indicated on the — telling me to get these letters in the mail be- 
margins and get them out before you leave. fore I leave. How’s that for nerve? 

Sign my name. I’m knocking off now Miss Cook: Of all mean things! Why 
Miss Barnes: All right. didn’t you tell him you had a dinner date? 
(Mr. Roperts goes to hatrack, takes coat Miss Barnes: Tell him nothing! He'd have 
and hat and leaves, saying Goodnight as some smart wisecrack. I'll be here until 5:30 
he goes.) Do address the envelopes, Julia 


Miss Barnes: Goodnight. (Pauses) Well, Miss Cook: Well, in longhand. Wouldn't 


he’s got his nerve to walk out at a quarter to 
five and leave me all this work. 

(Enter WiLLiAM with papers he puts in look, the old grouch! 

Vr. Roberts’ basket.) (Hands Juia the envelopes.) 
(Jutta sits at Mr. Roberts’ desk and 
addresses them. Miss Barnes types, takes 


that make him sore! 
Miss Barnes: I don’t care how the letters 


Witt1AM: About time to quit. 


Miss BarNEs: Just look at all these letters aos : 
- : letter from machine, signs without read 
he wants out and Julia and I were planning to ina.) 
. . GU. 
leave on the minute. Did you ever see it fail? , es — 
y vn th , . - 1) 6 ; Miss Barnes: I left the “r” out of “your, 
can't count on getting away on time, much “or 
, hot ene § . i thi { ec but I'll put it in with ink 
ess early And he expects a vis for $25 ' :, 
oa I (Both fold letters hastily and insert in 
a week. 4 
. envelopes.) 
WittiAM: He would. (Exit.) ; Miss Cook: Now grab your hat and let's 
(Miss Barnes resumes typing furiously, beat it before he shows up and wants to see 
erasing, and slamming the carriage until them. 
Jutta Cook enters with hat on ready to Miss Barnes: No danger. He’s gone an 
go home.) hour ago. (//astily puts on hat and coat and 
Miss Cook: Well of all busy people! both girls leave, carrying letters with them.) 


CURTAIN 
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te SHORTHAND REPORTER. 


Conducted for the benefit of those already reporting 
a and writers ambitious to enter the field _— 
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Phrasing Indigestion 


ANY tin ve, al thers, have said ear. Such phrase list e not compiled wit 
that om ot the prime lact Ss I the idea that t 1s wssible f 1 writer I 
short ind spec | S phras | iny le irn al lt nake s¢ eve ( t! I 
list of spec 1 requisites, phi ising must take a They are advanced merely as suggestions 
prominent place. The learning of the system phrasing possibilities e compil simp! 
tself s so intertwined wit the subject ol says “Hers Saf p I ises it exp 
phrase-writing that it is hard to imagine a_ rience has taught are valuable in certain typ 
writer well grounded in system who is not at f matter. If these particular word combina 
the same time a ready and expert phraset tions occur frequently enough in your worl 
And if a writ aspires t the cd e¢ short t make them w t vhil tak them a 
hand expertness necessary for reporting, the learn then ou will d thet iluabl 
advice “Learn your system and its phrases” is But, converse { the w con it 
doubly pertinent and sound. illustrated do not occur with trequ 
Yet there is a danger, oite bserved among ur partic ila \ k, leave them a ¢ 
students, of taking this advice t estrictively will do bett f é cu nl ’ 
It does not mean “Learn to phrase and speed to write the word gly as you 
is yours.” Far from it. To concentrate ex- written them 


clusively upon phrasing, as if that were the b 


1] . ] ; + ee 1 es ° . 11 
¥ i . BO ne y ; = -_ sae . oe oo “Digest the Standard Phrases a Few at a Time 
undrant to speed I asing 1s only a pa 
tie speed pi ess i very important part, it 
s true ut still ily on several ¢ nents Ot course, the ‘ tandar | ‘ 
f speed that are ccur f iln t eve k 
matter; to illustra ses such as now a 
1 Common Fallacy hen, here and j matter of J iL 
lime f ’ \ t thes will ive b 
A common practice, and a fallacious one, is learned in hig! hool or business college, d 
for the student or the writer to sit down with ng the acquiring of the elementary princi 
a long list of phrases and practice them, fifty f the system, but there are others of the 
r one hundred r even more it a time; type that any cor ensive list of phi 
the next day practicing another fifty or more, will includ They are easily recognizabl 
ind so on until the list is exhausted. Such even though t! ire not always segregat 
ndustry 1s commendable and deserving I The total 5 t particular lares 
success; but this method of learning phr ises but even these s Id ( he wallow 
as far removed as possible from being eff« ne mental gulp. They s ild be learned pic 
tive. It is good penmanship practice, and that meal, the better to impress them firmly uy 
is about all. The writer who attempts to throw the mind and to make them absolutel 
a huge, unrelated mass of information such as matic in writing 
this into his brain will invariably find that, As a suggestion, take a dozen of them, p1 
as he attempts ta make use of such intorma tice them a few times 1 the ir dict 
tion in dictation practice, his attention will be tion practice make a special effort to keep 
so taken up trying to’recall his phrases that he them to the forefront of yvour mind and mak« 
will have no time or thought left for writing use of them each time they occur. Bett t 
shorthand No mind ts capable of digesting select a type it matter that 1 ki vy betore 
phrases en masse. hand includes thet nd specialize on that pat 
Any comprehensive list of phrases that was ticular matter until the small group of phra 
ever compiled is too much for any writer to that you are working on becomes part of your 


learn in a week, or a month, or even in a \ ibulary. But don't try to digest too mar 
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Terms Used in Congressional Debates 


(Concluding the series from the May issue) 


4 adopt —- Governor of Missouri C prohibition 
7 


"Salk 
———F, 
ef authorized <& Hlouse Resolution G a 


A 


C 
a hundreds of thousands -_ reciprent 


< — authority Z 
Z of dollars J 
c t “J 
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at a time; just enough that you can carry in 
your head without paralyzing your thinking 
machinery under the stress of dictation. 


Learn the Principle Behind the Special Phrases 


As the next step—after what we might call 
the standard phrases have been mastered 
the best way to digest most of the special 
phrases is by principle. That is, dig out the 
principle of the group and master that rather 
than each individual outline of itself. For 
example, consider the Dip-You group. Observe 
that did-you and the next word are to be 
phrased in all cases; where it can be done 
fluently, with the original form intact, it is so 
phrased, but where it is simpler, in the inter- 
ests of fluency and legibility, to drop the oo- 
hook, the hook is dropped Fi r example, did- 
you give retains the hook; did-you say drops 
it. 

That is the principle of that 
group. Study the group, practice it, and then 
select a type of material that will 
the needed practice on the principle. In this 
way you will be able to make faster progress 
than you would, for instance, with the unre- 
lated standard phrases; that is because you 
are teaching the mind a principle rather than 
a list of unrelated words. By establishing the 
principle in your mind, you will be able to 
new that you never saw or 
heard before, the very first time that you 
meet them. Having learned by principle, for 
instance, the phrase did you say, it is a simple 
and an almost automatic matter to write did 
you pay, although you had never practiced it 


particular 


give you 


form phrases 


individually. 
Phrasing to Be Helpful Must Be Automatic 


But, one group at a time; and if the phrases 
cannot be grouped by principle, not more than 
a dozen or so in one swallow. Always keep in 
mind that a phrase is as good as the degree 
that you learn it. The shortness of it or the 
patness of it is not the final estimate of its 
worth, but how well you know it. A phrase 
to be useful must be as automatic to you as the 
commonest brief form that you write. It is 
dangerous and futile to overemphasize phras- 
ing to the extent that you prize it above con- 
tinuity of movement. It requires no philos- 
opher to demonstrate that a phrase is a poor 
expedient if you have to drop ten other words 
while you hesitate to think of it. 

Shorthand can be written fast without em- 
ploying more than the standard phrases learned 
from the Manual. Many fast writers whose 
work is so varied that certain common phrases 
of the special groups do not occur frequently 
enough to keep them fresh in mind, delib- 
erately refrain from using these phrases at 
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all, because they are a burden to remember in 
They use all the standard, 
they pri- 


the circumstances 
frequently-recurring 
marily base their speed upon freedom of mind 
and promptness of execution. 

Let it be repeated, for emphasis, that proper 
major attributes of 
phrasing 


phrases, but 


phrasing is one of the 
shorthand speed, but improper 
phrasing that you have to think consciously of 
while you are writing—is the commonest form 
of mental indigestion known to shorthand 


oO° 


The Play’s the Thing! 


Concluded from page 494) 


berry, Mo.: Kathleen Maher, Waterbury, 
Conn.; Evelyn Payne, Hickory, N. C.; Efhe 
E. Simons, Littleton, N. H.; and Minnie 


Stroup, Maplewood, N. J. 

The prize plays are being held for publica 
tion in coming numbers of this magazine. We 
shall be glad to return any of the others the 


writers wish to have back on receipt of post 


age to cover the cost of mailing. 


oO? 
Taking Us Back to the 80’s 


Concluded from page 515) 


means of good will among people, just because 
Many cor- 
written 


it got correspondence done quickly 
respondents grew insulted at letters 
on a machine instead of by hand. 

“Newspaper offices were quick to take ad 
vantage of the timesaving factor of the type- 
writer. Mark Twain's manuscript, ‘Life on the 
Mississippi,’ is said to have been the first whole 
book written on the typewriter. And the rea 
son Mark Twain returned to handwriting was 
because too many friends ran to him to see 
the machine in use and he could get no work 
done for their buzzings. 

“Although the first typewriter 
tured for commercial use was invented in the 
United States, experi 
mented with in other countries. 

“The first known effort of the kind was 
recorded in the British patent office in 1714, 
when a patent was granted Henry Mill. No 
description or sketches of the machine seem 
to survive, 1830, an Italian, 
Guiseppi Ravizza, developed a machine of the 


manutac 


the device had been 


however. In 


kind, but no practical use seems to have been 
made of it 

“The first American patent actually granted 
was in 1829 for a crude machine which re- 
sembled a butcher's block, but it was never 
manufactured.” 
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HORT STORIES 
in SHORTHAND ~ 
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